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Section 1 — Starting the Process

This section of the Performance Budgeting covers recording key information into BRASS:

Budget contact name and phone number

IT contact name and phone number

Performance Measure (PM) contact name and phone number

Agency Internet address (www. ....)

Ohio Revised Code (ORC) reference mandating program

Fund description (where applicable — funds other than the General Fund)

Draft Final Strategic Business Plan sections: Mission, Business Environment, Strategic
Results

e Draft Final Strategic Business Plan sections: Program purpose statements, Services that
comprise the program, Primary performance measure definitions, Responsible employee(s)

For the 2005 Budget Process
Sign into BRASS using the 2005 Database

i-v BRASS By American Managem
Fle BRASS Utliies Window He

i;y Database selection

OK Cancel |

2003 Datahase
2004 Database

1T 30005 Database

Budget Audit Trail 2004
Training




Section 1 -- Starting the Performance Budgeting Process

Info Edit

BRASS includes a function called Info Edit that permits end users to access Program, Fund, and
Location information records in BRASS and add information in specific narrative and description
fields. Specific fields have been made accessible to end-users.

-n

ile | BRASS SBFS  Utliies ‘window Help

J| @ Spreadshest Views Ctrl+5 & @
——  Reportsz
Budget Formz
Spreadsheet L pdate
Ferformance Measures »
Location

Info Edit will be used to provide the following Miscellaneous Information and Strategic
Business Plan Information.

Miscellaneous Information

Agency (Program Level 2) records:

e Budget contact person — name and phone number

e [T contact person — name and phone number

e Performance Measurement contact person — name and phone number
e Internet address (Www.....)

Agency (Fund Level 4):
e Text Tab #1 — Revenue Description of Fund

Program (Program Level 4) records [enter the following information for each program]:
e Ohio Revised Code reference mandating this program
—  The Ohio Revised Code reference must be entered in all Program (Program Level 4)
information records. If there is no code mandating this program, please note “N/A”.
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Strategic Business Plan Information
Agency (Location Level 2) records:

e Text Tab #1 — Business Environment
e Text Tab #2 — Strategic Results

Agency (Program Level 2) records:
o Text Tab #1 — Agency Description
e Text Tab #2 — Mission Statement

Program (Program Level 4) records [enter the following information for each program]:

e Text Tab #1— Program Activities and Services
e Text Tab #2— Program Purpose Statement
e Responsible Employee(s) — name or title and phone number

Program (Location Level 4) records [enter the following information for each program]:
e Text Tab #1 — Primary Performance Measure Definitions

Budget, IT and Performance Measures Contacts, along with Internet Address

Click on BRASS - Info Edit > Program as shown below.

File | BRASS SBFS  Utlites ‘window Help
‘ Spreadshest Wiews Clrl+5 ) j:!_+
— FRepors —
Budget Forms
Spreadzheet Update
Ferformance Measures r
[nfa Edit... ]
- Fund
Location

A window to pick the actual Program to edit appears:

. Program: Info Edit X
0K Cancel |

Frogram: I
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Click in the Program field to produce a drop down list of the Program records you may edit. You
will see agency, line of business, and program records that your User Profile permits you to
access.

is Program: Info Edit X

oK Cancel |
Program: [144_CTAPF 'l
0] Mame =

44 CTAP PlL, 2 C CO LIRT OF AP PEALS
4441 *3 C COURT OF APPEALS
444101 M APPELLATE REWIEW PROGRAR

o

45_COMMP C COMMON PLEAS

3
4
444102 4 N ORIGIMNAL ACTIONS PROGRAR
2
4541 3 C JUSTICE SERVICES

Select the Agency record (Level 2 - C) to edit and click OK. This record will appear on your
screen. Only the fields you have been permitted to edit will be available:

Save Cancel |

Info |Text |

Program: 44 _CTAPPL Type:

Mame: [ZOURT OF APPEALS

Bdgt Contact: | L= |"':::|J”rrIE_.|rI 4E2-35 Enter Budget Contact, IT Contact and ; I

I e |Darren Burgess 452-3 PM Contact names and phone numbers |. I—
: and Agency Website address here. :

Phd Contact: [lack Kullman 462-35 2:|
Wehsite:l-wwtenthdistrictcnuu.u.Hr e ..j:l

Click Save to close the Agency level record.
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Fund Description
Click on BRASS - Info Edit 2 Fund as shown below.

File | BRASS SBFS  Ublties ‘wWindomw Help
JI@ Spreadsheet Yiews Clrl+5 E ) [!_4-

——  Reports
Budget Formsz
Spreadzheet Lpdate
FPerformance Measures r
[nfo Edit... r Program

Lacation

A window to pick the actual Fund (Level 4) to edit appears (only those funds you have access to
will appear). Select the fund to describe and click OK:

is Fund: Info Edit
oK Cancel |
Fund: | 011 'I
0 Marne ;

GOVERNME 2 C GOVERNMENTAL FUNDS
GEMFUND 3 C GEMERAL FUND

1000 4 M GEMERAL
SFECEEY 3 © SPECIAL REVENLUE FUNDS
1001 4 M ROTARY

4 N DOG AND KENMEL

A brief revenue description of the fund is located in BRASS: Info Edit - Fund, Level 4, Text
Tab, Text box #1.

Step 1: Select Fund (hierarchy) from the Info Edit menu.

Step 2: Select Level 4, which is the fund. Select OK.

Step 3: Click on the Text Tab. Once you do this, you will see white text boxes, labeled Text 1 and
Text 2.

Step 4: Fund descriptions will be entered for each fund that existed during the prior year budget
preparation. A fund description will need to be entered for any new funds established
within the past year.
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his fund includes revenue received from sales of dog licenses, sales of Columbus Heall
Columbus residents are required to buy when dogs that are unlicensed and unvaccinate
owners, sales of dody  provide revenue description of the d to owners of dogs th:
euthanasia, penalties fund in Text Box #1 tain a dog license withi
receiving a dog ar fail cribed renewal period, fi
dog owners wha viola and feeding of dags ths

County Animal Shelter. These resources suppaort the operations of Animal Control and
e Wit me'a Aff A

Mandated ORC References

Click on BRASS - Info Edit > Program as shown below.

[nfo Edit...
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Click in the Program field to produce a drop down list of the Program records you may edit. You
will see agency, line of business and program records that your User Profile permits you to
access.

¢iz Program: Info Edit

0K Cancel |
Program: | 074101 ﬂ
I} . Marne =
07 _AMMCTE 2 ¢ ANIMAL CONTROL
07 A1 3 C AMNMAL SHELTER .
a7 A101 4 N SHELTER PROGRAM
o7 A0 4 M MEDICAL PEOGRAM
07 A2 3 C SAFETY
07 A203 4 M SAFETY PROGRAM

Select the Program record (Level 4 - N) to edit and click OK. This record will appear on your

screen. Only the fields you have been permitted to edit will be available:

l& | aave I Lancel I
info | Text |
Prograrm: 07 A101 Type:
Name:lSHELTER FROGRAM
Bdgt Contact: MAR Enter the ORC Number or N/A on ORC: | NA,
IT Caontact: ICH»IJ the appropriate line Resp Emp #1 :|
Ptd Contact: ||_|S.-‘[ TUET T T, o RESFI Emp @I
Website: | Resp Emp #3: |
| Tahla 1-] Tahlas: | Tahla o |

After you have entered the Ohio Revised Code reference in the ORC field, click Save to save and
exit the record. If a Program is not mandated by the ORC, please enter “N/A”.

Using the above procedures, you must open each Program (Level 4) record and provide the Ohio
Revised Code reference in the ORC code box. You may also enter the names or titles and phone
numbers of employee(s) responsible for the program at this time.
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Verifving the Strategic Business Plan in BRASS:

The Strategic Business Plans that were recently completed by your agency, have already been
copied into BRASS. This section will show you where each area of your plans are located in
BRASS, so that you can verify the accuracy of the information that you prepared.

For each Program: Click on BRASS - Info Edit as shown below.

Business Environment and Strategic Results

The Business Environment section of your draft final strategic business plan (Word document)
in BRASS is located at: Info Edit - Location, Level 2, Text Tab, Text box #1.

The Strategic Results section of your draft final strategic business plan (Word document) in
BRASS is located at: Info Edit - Location, Level 2, Text Tab, Text box #2.

Step 1: Select Location (hierarchy) from the Info Edit menu.

Step 2: Select the Level 2, which is the agency. Select OK.

Step 3: Click on the Text Tab. Once you do this, you will see white text boxes, labeled Text 1 and
Text 2.

Step 4: Verify/Edit the information entered here for your agency.
Text box 1 = Business Environment
Text box 2 = Strategic Results

Refer to the screen shots that follow for assistance:

n

i|e| BRASS SBFS  Utilitiez Window Help

Spreadzhest Views Ctrl+5 o [+
Reparts —
Budaget Forms

Spreadzheet Llpdate

<«

|

Ferfarmance Measures 3

Info Edit... Frogram
Fund
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ziz Program: Info Edit

oK | gancll

Frogram: | EI?| ﬂ
] o Mame z
07 _AMMCTE 2 C AMIMAL CONTROL
07 A1 3 C ANIMAL SHELTER —
074101 4 M SHELTER FROGRARM
07A102 4 M MEDICAL PROGRARM
07 A2 3 C SAFETY
07 A203 4 M SAFETY PROGRAM

Infa Text

Program: 07 _ARNMCT
Mame: AMIMAL CONTROL

Text 1: [Walues in our community are changing regarding animal rights and these changes increa

to find responsible homes fpeall adortable dons and warle with community parthers.
Franklin County residents § Verify and Edit Business r perception of our services, s
customers using Animal Cf Environment in Text Box #1

Franklin County residents 1 toessible services including s

combat pet overpopulation.
Mew departmental programming (sterilization, foster, adoption counseling, abandonments
to assist other agencies create new challenges and the need to enhance problem-solving
Space constraints for dogs, staff and customers impact our ability to operate effectively.

Text 2 [Increase community awareness of the enforcement, adoption and last and found services

FPresere Franklin County as 4 Verify and Edit Strategic o= through the proper e
Develop shelter programs thatl Recults in Text Box #2 able dogs and return s
maost humane manner possibl

Develop community education programs in conjunction with cormmunity partners that pro
dars in nnr carmrmnnite
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Mission Statement and Agency Description

The Mission Statement from your draft final strategic business plan (Word document) in
BRASS is located at: Info Edit - Program, Level 2, Text Tab, Text box #2.

The description of your agency in BRASS is located at: Info Edit - Program, Level 2, Text Tab,
Text box #1.

Step 1: Select Program (hierarchy) from the Info Edit menu.

Step 2: Select Level 2, which is the agency. Select OK.

Step 3: Click on the Text Tab. Once you do this, you will see white text boxes, labeled Text 1 and
Text 2.

Step 4: Verify/Edit the information entered here for your agency.
Text box 1 = Agency Description (example in Budget Document see link above)
Text box 2 = Mission Statement (from SBP)

FiIelBH.-‘l'-.SS SBFS  Ublties Window  Help

JI %‘) Spreadsheet Yiews Clrl+S g [!_4-
——  Reports —
Budget Forms

Spreadzheet Lpdate

Ferformance Meazures *

[nfa Edit.. [ 2
Fur
Lacation

File BRASS SBFS Securty Utlites  Window Help
2 EEREEHEE B F2 Ul HES ~Pd £G0(0q

is Program: Info Edit X|

OK Cancel |

Frogram: '

0¥ ACTF 2 Animal Care and Control
O7A1 = Animal Shelter
07A101 4 M Shelter Program
o7a2 3 T Safety
4
2

07AZ03 M Safety Program
05 CSEA = Child Support Enforcement Agency

1-10
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Infao  Text J

Frograr: 07 _ANMCT
Marme: ANIMAL &ONTRDL

Text 1: [The Depatment of Animal Caontrol is respnnalhle for enfn:urn:mg anlmal related laws and fo
15,000 dogs impounded each y elter.
Verify and Edit Agency

Description in Text box #1

Text 2: [The purpose of the department of Animal Cuntrnl i=to prmﬂde cnmpassmnate care for irr
enfarcement services to resid = opt medically a

erwironment free of animal reld  Yerify and Edit Mission into Text box
#2

Program Purpose Statements and Services that Comprise the Program

The Program Purpose Statements for each program from your draft final strategic business plan
(Word document) in BRASS are located at: Info Edit — Program, Level 4, Text Tab, Text box #2.

The services that comprise each program from your draft final strategic business plan (Word
document) in BRASS are located at: Info Edit — Program, Level 4, Text Tab, Text box #1.

Step 1: Select Program (hierarchy) from the Info Edit menu.
Step 2: Select Level 4, which is the program. Select OK.

Step 3: Click on the Text Tab. Once you do this, you will see white text boxes, labeled Text 1 and
Text 2.

Step 4: Verify/Edit the information entered here for your agency.
Text box 1 = Program Activities and Services (from SBP)
Text box 2 = Program Purpose Statement (from SBP)

1-11
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File | BR&SS SBFS  Uties ‘window Help

JI @ Spreadsheet Views Chrl+5

——  HReparts
Budget Formz
Spreadsheet Lpdate

FPerformance Measures 3

[nfo Edit... 3

iz Program: Info Edit

ol L

Fur
Location

0K Cancel |
FProgram: m
I} : RETI i
07 _AMMCTE 2 C ANIMAL CONTROL
07 A1 3 C ANMAL SHELTER .
07A101 4 P SHELTER PROGRAMN
o7 A102 4 M MEDICAL FROGRAM
07 A2 3 C SAFETY
07 A203 4 M SAFETY PROGRAM

Info Text

Cancel

Save

Frogram: 074101
Marme: SHELTER FROGRAM

Text 1. |Dog adoptions, adoption counseling, community education sessions, public relations service
drop offs, owner surrenders| verify and Edit Services that  [tion traces, foster prograrm, do
disposal, sterilization surge| Comprise the Program into ring, routine and preventive vete
treatments, vaccinations, m Text box #1 arantines, preparations of anim
euthanasia semices.

Text 2 [The purpose of the Animal Shelter Progran®is to provide cormpassionate shelter care and vete
dogs and community outreach  verify and Edit Program unity so that they can ado
matched, companion dog or 1{ Purpose Statement into Text box

#2

1-12
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Employee(s)Responsible for the Program

The name and/or title and phone number of the employee (or employees) responsible for
each program in BRASS are located at: Info Edit — Program, Level 4, Info Tab, Responsible
Employee line.

FiIelBH.-‘l‘-.SS SBFS  Utltiez  Window Help
JI @ Spreadzheet Views Chil+5 g [!_4-

——  FReports —
Budget Forms
Spreadzheet Lpdate
Perfarmance Meazures 3
otr ] Pogen |
Fund
Location
0K Cancel |
Prograrm: [07 4101 ﬂ
In} . Marne b
07 _AMMCTE 2 C ANIMAL CONMTROL
07 A1 C AMNIMAL SHELTER .

07 A101

i

4 M SHELTER PEOGREARM
Oy A102 4 N MEDICAL PROGRAM

3

4

a7 a2
07 AZ03

C SAFETY
M SAFETY PROGRAM

74101 Type:
sHELTER PROGRAM
5

intact: [MARY ; ORC: [N/A

Please enter responsible employee
intact; ICHARL names/titles and phone numbers esp Emp #1: |Enter responsible eeftitle, phone # here
intact; ILIS.ﬂ. here. b Emp #2:|Enter responsible eeftitle, phone # here
3hsite:| Resp Emp #3: |Enter responsible eeftitle, phone # here

= 0 a1 C RN | = 00 o~ | = 0 oam

1-13
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Entering Primary Performance Measure Definitions into BRASS

Type the Primary Performance Measures into BRASS: Info Edit — Location, Level 4, only those
locations ending in 00 (zero, zero), Text Tab, Text Box #1. Please use the following format for

entering these measures:

PRIMARY DEMAND-number of ... copy and paste primary demand definition from draft
final strategic business plan

PRIMARY OUTPUT-number of ... copy and paste primary output definition from draft final
strategic business plan

PRIMARY RESULT-number of ... copy and paste primary result definition from draft final
strategic business plan

LEVEL OF SERVICE-ratio of primary output to primary demand

RESULT %- percent of ... copy and paste primary result definition from draft final strategic
business plan

OUTPUT EFFICIENCY-cost per ... copy and paste from within BRASS (above -- Primary
Output) and correct grammar

RESULT EFFICIENCY-cost per ... copy and paste from within BRASS (above -- Primary
Result) and correct grammar

Step 1: Select Location (hierarchy) from the Info Edit menu.

Step 2: Select Level 4, locations ending in ‘00°. Select OK.

Step 3: Click on the Text Tab. Once you do this, you will see white text boxes, currently labeled
Text 1.

Step 4: Verify/Edit the information entered here for your agency.
Text box 1 = Primary Demand, Primary Output, Primary Result, Level of Service, Result
%, Output Efficiency, Result Efficiency (from SBP)

Save | Cancel

Info Text |

0

MNarme: SHELTER FROGRAM

Text 1: Primary Demand - number of dogs impounded
Frimary Output - number of impounded dogs adopted or returned to owner (RTO)
Primary Result - number of impounded dogs that are adopted/RTO and do not return to the Shelter within & months

Level of Service - ratio of primary output to primary demand

Result (%) - percent of impounded dogs that are adopted/RTO and do not return to the Shelter within 6 months
Output Efficiency - cost per impounded dog adopted or returned to owner (RTO)

Result Efficiency - cost per impounded dog that is adopted/RTO and does not return to the Shelter within 6 months

1-14
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Section 2 — Verifying Salary and Benefit Information

Overview

Salary and Benefits Forecasting System (SBFS) contains key information about each budgeted
position (filled and vacant), including salary amounts and benefit/supplemental expenses. The
positions entered into MUNIS Position Control and the related information, including allocations,
have been interfaced into BRASS, as well as other information developed by County agencies or
established by the Office of Management & Budget.

Verifying Positions

SBEFS is used to estimate the salary and benefits costs for existing, vacant, and requested positions
for the 2005 budget. If positions were verified at the time job class codes were provided by
agencies and no additions/deletions of PCNs has occurred since that time, an agency may not
need to verify positions again.

Please note that the 2005 SBFS database includes the approved part-time and seasonal positions
entered into MUNIS Position Control. However, SBFS does not estimate salary and benefits
costs for any position that does not have a position control number (PCN) in the MUNIS payroll
module (e.g. some internships); such existing positions and related costs should be manually
entered on the general tab of the Baseline Budget Form.

Various SBFS reports are available to verify your position information, please refer to the end of
this section for a listing of SBFS reports. If you find information in SBFS to be incorrect, please
contact your OMB analyst to discuss.

Verifying Position Cost Allocations

SBFS contains the allocations associated with each position within MUNIS Position Control as of
April 30, 2004. If any of these allocations are projected to change for 2005, please update the
allocations in BRASS accordingly.
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Access to Position Maintenance

SBFS options are located on the SBFS drop down menu:
i TEST

File BRASS | SBFS  Utlities ‘“Window Help
JI @ | [MEE PostionMaintenance  Cirl+hd

Fosition Search & Edit
Beparts

Position Maintenance — opens a selection window where you can enter the Program and
other selection fields to access the Position Maintenance screens for all employees that
match your selection. This is the primary function you will utilize in SBFS.

Position Search and Edit — opens a search window that can be used to produce a list of
positions that meet the search criteria. The Position Maintenance screen for a specific
position or employee can then be accessed.

Users can access Position information only for positions and employees in the agencies,
programs, funds, locations, and projects to which they have been given access in their user
profiles.

From the main BRASS desktop, select SBFS->Position Maintenance. The Position Select screen
will open. This screen provides a tool to filter the positions that will be displayed.

iiv Position Select il

OK | Cancell

Unassigned: ™

Frogram: I—L,
Fund: |7
Location: Ii Sort by: ——
Eraje Ii ' Position
Class: |7 : S:jrise
Category: |7

Salary Thl: |




Section 2 — Verifying Salary and Benefit Information

Click on the down arrow at the right of the Program field to produce a dropdown list of your
agency programs.

¢+ Position Select

Unassigned: ™

Program: [0g -]

Fund: | LE Name

o 094101 4 N Environmental Compliance Frogram
Localion: | ngs107 4 N Water Quality Partnership Program
Froject: | 094203 4 N Community Relations Frogram
Clagg: | 09A304 4 N Sewer Delivery Program
094405 4 M Water Delivery Program
Category: . )
10C128 4 M Family Case Management Services Pr
Salary Thl: ~

Highlight the program you wish to see. You can sort the results by position, class, or employee
name by using the radio buttons in the Sort box on the right side of the screen. In addition, you
can narrow the selected records to those in a single program, fund, location, project, class,
category, or salary table by selecting the specific values from the dropdown lists on the left side
of the screen.

Please note: Although employee data has been imported with the home org and the allocations
currently included in the MUNIS payroll module, each position can only be found in SBFS by

searching by the home program.

When you have finished entering your criteria, click OK.
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The maintenance screen for the first position record in the program you selected will appear on
the screen:

_ioix]
Add | ﬂeletel Save I Cancell

Employee |Extra | Benefits & Supplementals | Future Change | Allocation |

(Grsition: ]| Filled™ FTE:[ 100,00 Status: NO_STATL 2
Salary Cll:ujen:t:l FTE Ol:uject:l FPos Dhjen:t:l

CIaSS:EWDEE_EIEI Sal. Thl: [COMMISS T Prngram:EBAEDrl Fund:EDEB _
Unempl.:lUNEMF‘L Step:ﬁ1 %
ﬂxge:l Grade:lﬂ anatinn:' 9430400 F'rnjeu:t:'

Category: |COLJNT"|"_S' =al F'u:t:l 100.00 Approve to fil: ¥
Service: |FF' Een F'u:t:l 100.00 Fund AvaiI:EEIfEIEIEIEI Term:ﬁDfElEIEIEI

Employee Data

Last Mame{DOE First Marne: JOHM Mis  Salary] 20,000

Ernp Mol S5N: Hire Date:l
Promote Date:l Longevity Datel”h"?_l:ll:ﬂ Birth Date:l
Date Five:l Date Si}{:l Date Seven:l

The Position Maintenance screen with its associated tabbed screens (Employee, Extra, Benefits &
Supplementals, Future Change, and Allocation) contains all the data that defines a position in the
Salary and Benefit Forecasting System (SBFS). Together, these screens contain sufficient
information to allow very detailed projections about salary and benefit costs for the 2005 budget.

Position information (top portion of each tab) describes the characteristics of a position,
regardless of who the incumbent is or whether the position is filled or vacant. Typically this
includes information such as FTE, class, salary table, grade, step, and home funding elements.

Employee information (bottom portion of the Employee tab) relates to the incumbent if it is a
filled position. This information includes information such as name, salary and longevity date.

You may click on the tabs to see the information each one contains; however, the screens are
grayed out because editing of position and employee information (other than allocating budgeted
costs) is an administrative function. If you find information that is grayed out to be incorrect,
please contact your OMB analyst to make the necessary changes.

If the selection criteria on the Select Window produced multiple records, you can scroll through
them by using the scrollbar on the right side of the screen.
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Reviewing/Updating Position Cost Allocations

Use the scrollbar to move to the position that you wish to review. Click on the Allocation tab.

=R
Add | Qeletel Save I Cancell

Employee | Extra | Benefits & Supplementals | Future Change  Allocation |

F'u:uaitinn:l Filled: FTE:l 100.00  Status: IND_STATL Al
Salary Clhject:l_"\5 FTE Ohjeu:t:l Fos Ohjeu:t:l

C|EISSZE1ND55_DD =al. Thl: [COMMISS | Prngram:EBABDfl Fund:EDEB |
Unempl.:lUNEMF‘L Step:ﬁ1
Age:l Grade: [11 anatinn:EBABDﬂfDD F'rnjeu:t:ﬁ

Allocations

Percent Prograrm  Fund Location  Project
Hnme:l 100.00
do0/n00c poonn |00 | n p

Take note of the information shown in the fields above the Allocations screen on the right side of
the Position Maintenance screen. The Program, Fund, Location, and Project (if used) are referred
to as the “Home” funding string for this position. These fields identify where the salary and
benefits expenses related to this position will be budgeted if the position is not allocated.

The allocations shown in SBFS are pulled from each position’s master file in the MUNIS payroll
as of April 30, 2004. Review these allocations to see if they are logical for 2005 budgetary
purposes. If the allocations should be revised, SBFS allows you to reallocate the salary and
benefit costs of a position to multiple funding sources based on percentages.

To reallocate the costs for a position, make these changes in the Allocations section at the bottom
of the screen:

¢ In the first white cell, verify the effective date. The effective date for existing employees
should be 01/2005. If it’s incorrect, make any necessary changes.

e An ending date (gray cell) will be calculated automatically as 12/31/05.

¢ In the second white cell, provide the appropriate percentage for the allocation. The
percentages can either be entered directly into the cell or use the up and down arrows to
change the percentage. We recommend using whole numbers when entering the percentages.

e Each allocation you enter will reduce the amount allocated to the “Home” funding string.

e The Home Percentage shows the amount remaining in the “Home” funding string. Check to
see that this is not a negative percentage.
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o In the last four white cells, click on each field of the accounting structure and select an
appropriate Program, Fund, Location, and Project (if used) from the drop down lists. The
dropdown lists will include only those programs, funds, locations, and projects to which you
have been given access in your user profile. You must select a value for each funding
element (use ‘0 Unassigned Project’ if a position is not charged to a project). Please enter
only valid strings of Program-Fund-Location-Project. If you enter a string that is not
currently valid, an error will occur when OMB runs an SBFS projection. This will prevent all
position allocations from being posted to BRASS and incorporated into your baseline budget.
Please use the BRASS report called “Valid Orgs by Agency” to enter the allocations.

e To insert additional allocation entries, click the Add button.

e To delete an allocation, click on the appropriate allocation line, the hand symbol will appear
on the allocation line you are trying to delete. Next, single click on the Delete button.

e Save the allocation data by Clicking on Save.

After entering the allocation data:

e Verify that only valid accounts have been entered by running an SBFS report called “Account
Verification — SBFS” (refer to the end of this section for further information on SBFS
reports). This report will show any invalid strings that have been entered. Using this
information, you can go back and fix any errors that appear.
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In the example shown below, this employee has been allocated to three different Programs in
addition to the “Home” funding string, leaving 15% in the “Home” funding string:

_iolx]
Add | Qeletel Save I Cancell

Employee | Extra | Benefits & Supplementals | Future Change  Allocation |

F'u:uaitinn:l Filled: FTE:I 100.00 Status:lND_STATL

Salary Dhjeu:t:l FTE Dhjeu:t:l Fos Dhjeu:t:l

Class:D1NOS5_ 00 Sal. Thl:[COMMISS I | Program: 094304  Fund: FO53 B
Unempl.:lm Step:v
Age:l— Grade:lﬂ— anatinn:m F'rnject:h

|»

Percent Program  Fund Location  Praject
Hu:urne:lW[}s
¢J1/200: 1202020 | 25 00-HP9A101 053 P9A10100
{01/2003 [12/2020 | 50.00-4 094102 5058 P9A10100
01/2003 [12/2020 | 10.00-4094405 5052 P9A40500

Note: The system will not prohibit you from allocating more than 100% to funding strings other
than the “Home” funding string! If you do this, the system will calculate negative costs for the
“Home” funding string for this position.

Accessing Position Maintenance Through Position Search and Edit

Select SBFS = Position Search and Edit from the main BRASS screen:

ai TEST

File BRASS | 3BFS Utilites Window Help

JJ ‘@ | [ @ E Pogition baintenance  Cirl+hd
Position Search & Edit

Bepors

The Position Search & Edit window appears:

+# Position Search and Edit

Editin| Cancel |
Program:| & Soundex  © Like Pos No:|

Class:l Last Name: | Emp Mo: |
Category:l First Name: | Emp SSN:I
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Only the Program field is required; all other fields are optional and serve to limit the search. The
Program, Class, and Category fields have dropdown lists; entries in the remaining fields on this
screen must be entered. The Program dropdown list will show agency, line of business and
programs to which you have been given access in your user profile. Once you have made your
selection(s), click Search.

x|
Edit | Search I Cancel |
Prngram:” vl f= Soundex - Like Fuaos ND:I
Class:| 1D % Mame =1 Emp Na:f
| D9_SANENC 2 C SANITARY ENGINEER —
Category:| g4 3 C ENVIRONMENTAL COMPLIANCE ¢ | EmP SShE:
" 94101 4 N ENVIRONMENTAL COMPLIANCE |
094102 4 N POCKETS OF POLLUTION PROGF
09AZ 3 ¢ COMMUNITY RELATIONS
094203 4 N COMMUNITY RELATIONS PROGR,

-

The system will return a list of positions that meet your selection criteria. In the example shown
below, the user has selected only the Program desired and clicked Search.

x|
Edit | Search I Cancel |
Prugram:EB_SﬂxNENGR @ Soundex ¢ Like Pas Mo: |
Class:l Last Mame: | Ermp Mo: |
Categnry:l First Marne: | Ernp SSN:I
Fas Mo Frogram Class Categoary Last Mame First Mame Emp 55
094304 O1MOSS 00 COUNTY SWILSOMN GAYLE
094304  O1MOSS 00 COUNTY SARCHIE WILLIE
094304  O1M182 00 COLINTY SSHOCKLEY THOMAS
O1MOSs DOJCOUNMTY DOE  loHn [ |
094304  O1MOSS 00 COUNTY ESTOMNE WYILLIAM
094304  O1MOSS 00 COUMTY SMEADE THOMAS
094304 01MOSS 00 COUNTY SDROEBEIMA EOVARD
094304  O1MOSS 00 COUNTY SJACKSON ROBIM
094304  O1MOSS 00 COUNTY SROBINSON CLARISSA

The scrollbar on the right side of the screen can be used to scroll down to see the entire list of
positions. The scrollbar at the bottom of the screen can be used to see additional fields to the
right.

You can sort the list by any field shown by left-clicking your mouse on the field name.
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In addition, you can change the width of the fields on the screen by placing your cursor in the
gray heading band between the fields, holding your left mouse button down, and dragging the line

to the left or the right as desired.

To access the Position Maintenance record for a position, highlight it and click Edit. The record

will appear on the screen:

Step:ﬁ1
Grade:lﬂ

Unempl.:lUNEMF’L
Age:l

Lacation: EQAEDAEIEI

F'rnjeu:t:ﬁ

Categary: |CDUNT‘T‘_S' Sal F'u:t:l 100.00

Service: |FF' Ben F'u:t:l 100.00

Employee Data

Approve to fill: M
Fund Awail: D0OAC00

Tertr: EDfDDDD

Last Mame:|DOE
Emp ND:|1—

Fromote Date: I—

Date Fi\re:|—

First Marme: JOHN
SEN:

Langevity Datel1f1a‘2EID1
Date Si}{:l

Mifs Salary] 20,000

Hire Date:l
Birth Date:l
Date Seven:l

=10l x| X
add || Delete | [ Save | cancel | |ncel |
Employee E}{tra|Beneﬂts&8upplementals |Future Change |Allncatinn | I
Position:| Filled® FTE:[ 10000 Status: NO_STATL —
Salary Object:l— FTE Object:l— Fos Ohject:l— B
Class: DTNOS5 00 Sal. Thl: [COMMISS_T | Pragram: 094304  Fund: 5053 o 5514l

-

You can review the record and reallocate its budgeted salary costs as described earlier. Note that
there is no scrollbar to review additional records as there was when you accessed Position
Maintenance through the Position Select window. However, if you click Save after you have
edited the allocation (or Cancel anytime), the Position Search and Edit screen will remain on your
screen where you can highlight a different record and click Edit to go to its Position Maintenance

record.
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New positions that have been requested for the 2005 budget on BRASS budget forms will have
records in Position Maintenance. However, these BRASS positions must be allocated on the
Position Tab in the budget form; they cannot be allocated in Position Maintenance. The position
number for such positions will be preceded by an ‘@’ sign, as shown in the Search and Edit result
in the following example:

++ Position Search and Edit I

Edit | . Search | Cancel |
Program'lO?_ANMSHLT & Soundex € Like Pas Ma: |@102 2 ‘

Class:l Last Mame: | Emp No
Category:l First Name: | Emp SSNl

Pos Mo Program Class Category Last MName First Mame Emp SSK

SBFS Reports

SBEFS has several standardized reports available to all agencies. All SBFS Reports are accessed
from the SBFS drop down menu by clicking on Reports.

il BRASS Ltilitiez  Window Help

E

J| P | @ [ Postion Maintenance  Chiled
Fozition Search & Edit

Beports

2-10
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Report Selection

i i i ||
s Repork SEIESE - x| All SBES Reports that are available to you are
oK Cancel | displayed on the Report Selection screen. The report
p— : definition screen illustrated below contains the fields
Account Werification - S3BF 3 over which the user has control.

Allocated Position All

Allocated Position by Fund
Allocated Position by Program
Class and FTE Sumrmary
Compatison

Employee Summary by Home Org
Fosition Detail by Employee
Fosition Detail by Month -I
Yacant Position Summary

A description of each report that is available to you is
shown later in this section.

Highlight the report you wish to run and click OK. The
report definition screen, shown below, appears:

iz Class and FTE Summary Report

oK Cancel |

Snapshot Mame: I j F&Shnw Fublic

Title: |Class and FTE Summary Report
Subtitle: JAgency MName

F'rngraml Dates:| to |

All SBFS reports are based on specific salary and benefits “Projection Snapshots” that have been
created by BRASS Administrators. End user agencies will only have access to Public Snapshots,
so you must first click the check box to include Public Snapshots in the drop down list box.

2-11
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After you have clicked the Show Public box and selected a snapshot from the dropdown list, the
screen will change to include information from the snapshot that you have selected:

Note: The examples below are showing the snapshots from 2003, you will see 2005 reports and
data.

gin Class and FTE Summary Report

0K I Cancel |

¥ Show Public

Snapshot Mame: [§

Title: |Class and FTE Summary Repart
Subtitle: |Agency Name

Pragram|] Dates:[1/1/2003 to [12/31/2003

Descriptinn:PDDE Baseline Projection Public M

Prngram:W Salary Tahle:l—
Fund:l— Salary Increase %:I—.EIEI
Mot Used:l— fgmt Incr. %:I—.EIEI
Start Date:lm Activednactive W
End Date:lm Source: IW

Status:| [Monthly

To run a report, complete the rest of the screen as described below:

Title: The title has been pre-selected.

Sub-Title: You may enter a report sub-title, such as Agency Name, if this field is accessible.

Program: Select a valid Program from the drop down list. Only Programs your User Profile
permits you to access will appear on the dropdown list.

Dates: Select a start date and an end date from the dropdown lists to include in the

report. The Snapshot start and end dates are the defaults.

2-12
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An example of a completed report definition screen is shown below:

wiz Class and FTE Summary Report E2

0K Cancel |

Snapshot Name: {5003 Baseline Projection (DAS x| I/ Show Public

Title: |Class and FTE Summary Report
Subtitle: : Public Defender
Pragramf5_PUBDEF  Dates:[1/1/2003 to [12/31/2003

Desu:riptinn:lZElDS Baseline Projection Public M

Prugram:w Salary Table: I—
Fund:l— Salary Increase %:I—.DD
Mot Used:l— Magmt Incr. %:|—.EID
Start Date:lm Activedlnactive W
End Date:lm Source: IW

Status:| [Manthly

After defining the report definitions described above, single click on OK to execute the report.
The report will appear in a report window. An example is shown below:

g5z Training - [Class and FTE Summary Report]

ﬁ File BRA&SS SBFS Security Utltes “Window Help _|E’|ﬂ
|2 EEEFBE B Ff 2ddBE S >9& 400 0alk
Zoom:l Bdﬁ Rulers I | Pollp | PgDn |

Franklin County
Class and FTE Summary Report

Public Defender
2003 Baseline Projection {0AS] - Jan 2003 to Dec 2003

Class Code & Name Count FTE Salary Suppl. RET INS LONG UMIF Cther  Statutory Total

E5 FUBDEF -- PUBLIC DEFEMDER
ESA1 -- CLIENT SER¥ICES

BSA101 .- AFPEALS PROGRAM

52003 00 Attomey |11 7700 187,716 0 M6 35,028 1 i 1 4,536 262,506
SND12 D0 Social Warker | 7700 136,500 ] 18402 35,013 0 i 0 2,300 193,320
Fetal APFEALS PROGR.AM 14 1400 374,216 D 430E 70,086 i i i 7536 445,016
ESA410Z .- COMMON FLEAS PROGRAM

52003 00 Attomey |11 12 12.00 602,400 0 ogzaEe 60048 1 i 1 14,588 765,504
SND12 D0 Social Warker | 27 2700 1,566,132 D 21zZ244 135,108 0 i 0 37 1,861,330
Fetal COMMAON PLEAS FROGR AW 30 3000 2,174,532 D 294612 195,156 i i 0 2524 2,716,524

BSAI05 - JUWENILE GUARDIAM AD LITEM FROG

SA003 00 Atomey (1] 19 19.00 740,200 1] 101,316 95,076 ] 1] ] 18,072 962,760
SHO14 D0 Social Werer | 21 2100 620,916 o 96,3628 105,084 o 1] o 15,180 035,540 -
Motal JUWENILE GUARDIAN AD LITBM P 40 40.00 1,378,212 o 186,604 200,160 o 1] o 33282 1,798,302

BSA105 -- MUNICIPAL COURT PROGRAM
SA00% 00 Atomey |1 35 o0 1,486,428 o 201,324 175,140 1] 1] 1] 36,904 1,808,706
1] ] 1] ]

GHO14 00 Social Wharker | 13 13.00 09,576 32,606 65,052 14,700 T 924
Metal MUMICIPAL COURT PROGRAMW 48 4800 2,096,004 o 83,920 240,192 o 1] o 40,604 670,720
Total CLIENT SERVCES 141 141.00 5,972,964 1} 209,134 705,564 1} 1] 1} 144 216 7631868
-
4 | 3
|Ready lTraining I l I

You can use the bottom scroll bar to see the fields to the right or the right side scroll bar to see the
programs below if they do not fit on one screen.
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BRASS SBFS Secuity Utiites ‘window Help

[Elmze f % _ﬁ E'E

Einder

Fefresh Note:. By agtivating the Page Preyiew
function prior to printing, you will be

Frin %Em e able to adjust ‘Fhe size of the repor“t and

Pinter Select the page margins after the report is

[yranmie Wata Erchange r displayed.

Eile Expart

Froc. Log Yiewer

R estart

E xit

Following is a description of the various SBFS reports available in Franklin County at this time:

Account Verification — SBFS — This report will identify any errors created during the allocation
process. For example, if a selected location is not attributed to a selected program or fund, the
record containing the error will show on this report. All errors must be corrected by the agency
prior to OMB review.

Allocated Position All — This report provides employee name, class, salary, supplemental pays,
and benefits sorted by program, fund and location.

Allocated Position by Fund — This report provides employee name, class, salary, supplemental
pays, and benefits sorted by program and fund.

Allocated Position by Program — This report provides employee name, class, salary,
supplemental pays, and benefits sorted by Program. If an employee’s time is allocated to several
programs, the amounts allocated to [an org][a program?] other than the home [org] [program?]
will appear in italics.

Class and FTE Summary — This report provides similar information to the Allocated Position
reports; however, it is sorted by Program and Class, and does not show employee names.

Comparison — This report provides employee name, class, salary, supplemental pays, and
benefits at two points (called “snapshots’) during the budget process.

Employee Summary by Home Org — This report contains employee name, class, salary,
supplemental pays, and benefits sorted by program and employee. If an employee’s time is
allocated to several programs, the entire cost of that employee is shown only in the home org.

Position Detail by Employee — Provides detail for all employees in a specific program.

Position Detail by Month - This report provides a detailed report of salary and benefits costs by
month for a specific position.

Vacant Position Summary — Provides a listing of vacant positions by program.

2-14
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Performance Budgeting

Section 3 — Developing a Performance Budget

Overview

Budgets are developed in BRASS mainly through entry in Budget Forms. Budget Forms have
been set up for Franklin County and customized to meet the County’s specific needs. The layout
and options available can vary from one Budget Form to another. Here is a list of the Budget
Forms that you will be using in this section:

B1-Performance Data
B2-2004 Projection

B3-2004 Beginning Fund Bal.
B4-Required Ending Fund Bal.
B5-2005 Beginning Fund Bal.
B6-Baseline Budget Request
B6a-Baseline MELA Request
B7-Decision Package Request
B8-IT Request

B9-Vehicle Request

Starting the Process

Sign into BRASS using the 2005 Database

i.» BRASS By American Managem
File BRASS Uflites Window He

itv Database selection

OK I Cancell

2003 Database
2004 Database

Budget Audit Trail 2004
Training
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Stages

Stages are the means by which forms progress through the budget preparation process. There are
only two stages in the budget forms this year that are used by organizations. Stages 1 and 2 are
available to agencies for their use. (CAUTION - Once a form is moved to Stage 2, Stage 1
users can no longer access the form) Once an agency finishes an entire budget, notifies OMB
and any changes are made, OMB will advance the stage on the forms. Agencies will no longer be
able to access the forms at that time. They will still be able to run reports and spreadsheet views
to see submission data (we are working on reports that will show justifications as well, but at this
time the justification column and justification tab will not be accessible after the forms are moved
from Stage 2).

Entering Performance Data

After logging into BRASS using the 2005 Database, select Budget Forms from the BRASS pull
down menu (BRASS—->Budget Forms) and select B1 - Performance Data from the Budget Form
Selection window. Click OK.

¢:v Budget Form Selection il
(0] | Cancel |
B1 - Performance Data A

B2 - 2004 Projection

B3 - 2004 Beginning Fund Bal.

B4 - Reguired Ending Fund Bal.

BS - 2005 Beginning Fund Bal.

BE - Baseline Budget Reguest
B6a-Baseline MSELA RFequest

B7Y - Decision Package Request

BE - IT Request

BY - Vehicle Reguest

BN - Budaet Marrative Form Ll
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From the B1 - Performance Data window select the Program for which you want to report
performance data.

is B1 - Performance Data

Heport oK Cancel |

Frogrami11A101 *I e G

114101 IASIC HOME AND COMBMUIN |'|"-:-E=.I'~:3E [
114102 COMMUNITY SUPPORT, OUTRERCH, & SF_|
114103 CUSTOMER SERVICE MANAGEMENT
114204 PUBLIC INFORKATIOMN

11A205 SPECIAL EVENTS

114306 SAFE HOUSING

Select (New) for Serial Number and enter the following description: “[Program Code] Q2 PM
DATA”, for example, 11A101 Q2 PM DATA. (The program code will be in the field to the left.)
Enter 1 in Stage. Click OK.

its B1 - Performance Data il
Merge | Report | OK | Cancel |
F |‘I 14101
TRl Serial Number:‘(NeW) ﬂ|

Descriptionf114101 Q2 P DATA
Stage =] ()
Priofity] — ~] Type]  ~]
Code 1]  ~] Code2f  +]
Code3]  ~| Coded] —  ~]
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The Performance Measure Data form is similar to other BRASS budget forms. To learn more
about the features available in budget forms, refer to the Basic BRASS Instructions, Section 4 —
Budget Forms, in this manual. The form will open on the General tab with the cursor placed in
the upper left cell (under Org). By clicking on the maximize button in the upper right, you can
display the entire form on your screen. You can also use the scroll bar to horizontally move the
form.

it Training {Admin Lockout} - [B1 - Performance Data: 5 - 11A101 Q2 PM DATA] —|= 5‘
& Fie BRASS SBFS Security Utlies Window Hep _ =%
|17 EEEEREE BF Al ~98(£432 (0alk|
Insert | Delete | Move | Audit | Met Cast = Apply | Save | Cancel |
General | Justification | e ——
127110100 Q FD110101 5493 5929
227110100 0 PO110101 5,057 5484
327110100 0 SD110101 140,040 210,280
427110100 0 SD110102 4,773 9,332
527110100 0 SD110103 2,637 5,099
627110100 0 S0110101 140,040 210,280
727110100 0 SO110102 4,773 9,332
(& 827110100 0O S0110103 2,637 5,099
| | 305,450 ql 0 o 460,859

The form consists of the following columns:

= Org displays the org numbers associated with the program.

= Object displays the performance measure object codes associated with the program. The
first character of the code indicates measure level (P for primary, S for secondary). The
second character indicates measure type (D for demand, O for output, R for result). The third
and fourth characters indicate the agency number (e.g., 11 is Office on Aging) and the
following fifth and sixth characters indicate the program number (e.g., 01 is the Home and
Community Based Care program). The seventh and eighth characters will be used to track
the version for primary measures (typically 01 for primary measures) and the sequence for
secondary measures (generally reflects the order that secondary measures are listed in the
business plan). The ninth and tenth characters (if applicable) represent multiple primary
measures that are aggregated to create a single primary measure. To see the description for
each object code, drag the arrow over the object, and the label will appear in the bottom right
corner of your computer screen.

General | Justification

127110100 PDAIOMDM B
227110100 PCMO0101 5
J27110100  PR110107 5

1E

a
FD110101: # SEMIORS REQUESTING SERWICE

= Project displays the project code. Most agencies do not use project codes and this field will
default to “0”.

= CYQI1 _YTD displays the actual performance measures that were reported for the first quarter
by your organization.
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= APR, MAY, and JUN columns are used to enter actual performance measurements for the
second quarter of the year. If you do not collect measures on a monthly basis, you can enter
data for the second quarter in the JUN column. If you have not collected data on a measure,
DO NOT enter estimates.

= CY_YTD displays the sum of JAN through JUN (the first and second quarters’ performance
measure total.)

= Justify is available for you to provide comments and explanations associated with each
measure. You are not required to enter information in this column, but it may prevent
questions later if you show how you came to your explanations of large variances here.
When in doubt, it is probably easiest to show your work.

Each line of the table reflects measures that are currently budgeted. If you would like to use
BRASS to track a secondary measure not listed on the form, please contact your OMB analyst.

When you complete the form, it should look similar to the following example.
Note: The column totals at the bottom of the form are not¢ relevant and should be ignored.

.iu Training { Admin Lockout} - [B1 - Performance Data: 5 - 11AL01 Q2 PM DATA] —lgix
b Fle BRASS SBFS Seurity Utlites Window Hep —|=|x

TEEEMFEE Y FAFADNS TS £ S 0a
Insert | Delete | Move | audit | Save | Cancel |

General |Jusuﬁcam'm | —
5493 141 145 150 5.920

a1 1010@EI FD110101
227110100 0 5,057 140 139 148 5484
327110100 0O 140,040 24,000 23,500 22,750 210,280
427110100 0 4773 1,549 1478 1.532 9332
527110100 0O 2637 843 793 B2 5,009
627110100 0 O 140,040 24,000 23,500 22,750 210,280
F27110100 0 S0110102 4773 1,549 1478 1,532 90332
827110100 © S0110102 2637 843 193 826 5,009

| | | sos4s0  ssoes| 81826 0,874 460,854

When you are finished entering performance measures, click the Save button located on the upper
right corner of the form. Repeat the above steps (Using the Performance Form section) to
enter performance measurement information for each program.

Re-opening the Form

As long as the form is saved in stage 1, you can re-open it by selecting it from the B1
Performance Data window, which is accessed through BRASS->Budget Forms—=>B1
Performance Data.
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From the window, select the form from the Serial Number pull down menu (HINT: It is a good
idea to keep track of your form serial numbers, so you can easily access them later. But no
problem if you forget, simply enter the appropriate code next to Program, and then select the form
from the Serial Number pull down menu.) If you would like to change information on the form,
click OK to open the form.

it B1 - Performance Data il

Merge | Report | oK I Cancel |
Program|1 1A101 Serial Mumber: j

5-114101 Q2 PM DATA

If you don’t need to change information on the form, but are interested in seeing what the form
contains, you can use the Report button to produce a list of the performance data included on your
form. Note: The column totals at the bottom of this list are not relevant and should be ignored.

itv Objects {S/N: 5} =
Zoom:| 1002 Rulers I PgUp | PgDn |
Franklin County
11A101 Q2 PM DATA {S/N: 5}
Objects

p/23/2004
Form: d_flex_form_rep
Seq Org Project  Object CYQI_YTD APR MAY JUN CY_YTD
1 27110100 O PD110101 5,493 141 145 150 5,029
2 27110100 0O PO110101 5,057 140 139 148 5,484
3 27110100 0O sD110101 140,040 24,000 23,500 22,750 210,290
4 27110100 0 SD110102 4773 1,549 1478 1,532 9,332
5 27110100 0O 50110103 2,637 843 793 826 5,099
5 27110100 0O 50110101 140,040 24,000 23,500 22,750 210,290
7 27110100 0 50110102 4773 1,549 1478 1,532 9,332
5 27110100 0 50110103 2,637 843 793 526 5,099

305, 450 53,065 51,826 50514 460,855
Total 3085, 450 53,065 51,826 50,574 460,855

] ]
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Year End Projections

This section of the Performance Budgeting covers the following topics:
e Entering 2004 year-end projections into BRASS

e Guidelines on year-end projecting

e Analysis of the projections, including public spreadsheet views:

0 B2a: Calculated Detail provides a detailed listing of the BRASS calculated year-end
projections by fund, program, and object. This view can be used when internal
projections are not available at the level of detail required by this policy.

0 B2b: Appropriations provides a summary report of revenues and expenses by fund and
appropriation line item (budget authority level). The analysis shown in this view can be
used to assess the need for internal spending adjustments and/or budget adjustments.

O B2c: Performance provides a summary report of expenses and performance by program.
The analysis shown in this view can be used to assess program performance against the
targets established in the budget.

0 B2d: Projected vs. Comput provides a summary comparison of the computed projections
and the projections provided by county staff.

1. Select “B2 — 2004 Projection” from the Budget Form Selection menu. Make sure to enter all
the data for form B2 before you move on to form B3 - Baseline Form. Failing to do so will result
in object codes not appearing on the Baseline Form making it more difficult to complete that
form.

i+ Budget Form Selection il
oK | Cancel |
B1 - Performance Data =]

B2 - 2004 Projection

B3 - 2004 Beginning Fund Bal.

B4 - Required Ending Fund Bal.

B5 - 2005 Beginning Fund Bal.

BE6 - Baseline Budget Request
Bfa-Baseline MSELA Request

B7 - Decision Package Request

B& - IT Request

B9 - Vehicle Request

BN - Budagst Narrative Form Ll
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2. In the B2 - 2004 Projection window, enter or select a program code next to Program (example
01A102). Select (New) from the Serial Number pull down. Enter “[Program Code] Q2 2004
PROJECTION” next to Description (i.e. 01A102 Q2 2004 PROJECTION). Select 1 from the
Stage pull down. When you have provided all necessary information, the window should look
like the following picture. When you are ready, click OK.

iw B2 - 2004 Projection

Programﬁ 14101

Merge | Bepor‘tl oK | Cancell

Serial Number:“NeW) j‘

Description{11£101 Q2 2004 PROJECTION
Stage (=] ()
Priority|—L| Typei—L,
Code 1] <] Code2] —  ~|
Code3] <] Coded]  ~]

3. Using the Projection Form --The form will open on the General tab with the cursor placed in
the upper left cell (under Org). By clicking on the maximize button in the upper right, you can
display the entire form on your screen. You can also use the scroll bars to horizontally and
vertically navigate within the form.

its 2005 Database {Admin Lockout} - [B2 - 2004 Projection: 6 - 11A101 Q2 2004 PROIECTION]

& Fle BRASS SBFS Security Utities ‘Window Help

[? EEREEsEE N F R Bl T84 nalk

lnser'tl Qeletel Move | Audit |

General | Justification |

127110100
227110100
327110100
437110100
527110100
827110100
727110100
827110100
2 927110100
1027110100
1127110100
1227110100
1327110100
1427110100
1527110100
1827110100
1727110100
1827110100
1827110100
2027110100
2127110100
2227110100
2327110100

AL ATAAAAAA

4120
4141
4160
431006
4520
452613
452614
452615
4550
4580
4630
463008
4628
4752
5101
5118
5141
5143
5150
5173
5174
520105
520201

CAmAnn

Net Cost = [
0 15,150,121 15,010,055
0 1,962,764 2,203,973
0 12,020 10,000
0 £55,362 £50,000
0 0 a
0 1,900,847 1,825,053
0 93,320 93,320
0 171,684 85,842
0 51426 0
0 16,733 0
0 451 0
0 0 a
0 214 a
0 200,000 200,000
0 206,841 223,188
0 1,977 0
0 28,369 30,267
0 2637 3,207
0 32,624 39,024
0 736 2,502
0 0 a
0 8,326 4,009
0 1,276 3,367
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The form consists of the following columns:

= Org displays the org numbers associated with the program.

= Object displays the detailed revenue, expense, and performance object codes. Year-end
expenditure AND revenue projections should be entered at the detailed object code level.

» Project displays the project code. Most agencies do not use project codes and this field will
default to “0”.

= ACTUAL2003 displays the 2003 actual revenues and expenses with each Org and Object.

=  ORGBUD2004 displays the 2004 Original (Final Approved) Budget with each Org and
Object.

= 2004 PROJECTION is the column used for organizations to enter their year-end projections.

o Tips on projections:

*  Your estimates should take into consideration costs that may not have
incurred yet this year, such as workers compensation, cost allocation
charges and any other similar expenses.

*  Your estimates should take into consideration vacancy savings from
year-to-date unfilled positions as well as anticipated vacancies.
Vacancies affect personal services, PERS, Medicare and related fringe
benefits for the periods of the vacancies.

= Large projects that have been delayed or cancelled should be reflected in
your projections.

= Justify is a column used to provide a brief explanation for each projection. You are not
required to enter information in this column, but it may prevent questions later if you show
how you came to your projection here. When in doubt, it is probably best to show your work.

Click on the Save button to close the form. Repeat the process just described (Using the B2
Projection Form) for each program until all projections are entered for revenue, expense, and
performance measures.

4. Accessing the BRASS Calculated Projections — If you would like to view the Calculated
Projections, you can access the following BRASS Spreadsheet View. From
BRASS->Spreadsheet Views you will access the View Selection and Display window. Select
“B2a: Calculated Detail” from the View Name pull down (be sure to click the Show Public box
when accessing this view and other public views).

++ ¥iew Selection and Display x|
Hew View | 0K Cancel |

Wi Mame: j V' Show Public

Fs

2003 2004 Analysis {OMB
‘B2a: Calculated Detail {OMB!
B2b: Appropriations {OMB]
BZc: Performance {OMB]

e dr
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5. When you have selected the view, the View Selection and Display window will expand.

= View Selection and Display il

Edit View | oK | cancel |
Wiey Name.IBQa- Calculated Detail j ™ Show Public
~ Program ——-— 0Other ——
CALL “ Location
Tab\e.|01
; “ Fund “ Project
Program: {11410 b
IC Name
~ Sections — 11_AGIMNG 2 T Office on Aging
“ Nonhe 141 3 C Senior Services
& Pragram 4 N B H mt 4
CEund 114102 4 N Community Support, Qutreach, & Spe
| gesiien 114103 4 N Customer Service Management
* Project 1142 3 C Community Awareness
Leve\:Fl
Type:| hd

In the Program area of the menu next to Program, enter (or select from the pull down) your
agency or a program within your organization. In the Sections area of the menu, the view is set
to report by program, and OMB recommends that you use these settings. If multiple funds are
budgeted within the same program, you might also need to click the Fund radio button located in
the Other section of the menu, and provide the fund number in the space provided. When you
are finished, the menu should look similar to the picture above. Click OK to run the view.
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6. Based on the information you provide in the menu, a view will display. The view shows
revenue, expense, and performance detail for the 2004 Revised Budget, 2004 YTD Actuals, and
the BRASS Year End Calculation. Also shown is the variance between the calculated projection
and the 2004 revised budget.

E:= B2a: Calculated Detail {11A101, Basic Home and Community-Based Care}

Zoom | Pl | ﬂ

Object Line Marne 2004 2004 2nd Quarter 2004 Rev Bud
Revised ‘fearto Date Year End vs, 2004
Budget Actual Calculation Cale Proj

PROGRAM

T1A101 Basic Home and Community-Based C

REY TOTAL Total Revenue 20,175 2458 9765 416 20525 832 447 584

TAXES Taxes Total 17 224 033 8,402 809 17 584 017 355 984

4120 REAL ESTATE TAX 15,010,055 8,324 601 15,368 507 358 452

4141 PERSCHMAL PROPERTY TAX 2203978 2203 978

4160 HOUSE TRAILER TAX 10,000 8209 11,532 1532

SWC_FEES Senice Fees & Charges Total 550,000 218 603 539,918 (10 082)

431006 CLIENT CO-PAY 550,000 218 603 539,918 (10 082)

INTERGOWT  Intergovernment Revenue Total 2004215 1,143,133 2,101,031 95 8316

452613 STATE REIME-REAL ESTATE TAXE: 1,825,053 965 216 1,880,193 55,140

452614 STATE REIME-PERSONAL PROP T: 93,320 83,176 83176 (10,144)

452615 STATE REIME-PLI TAX REPLACEME 85,842 85842 128,763 42521

452616 STATE REIMB-MAN HOMES

4550 OTHER GOWTAL ENTITY REIMBLRS 8893 8,895 8,899

45580 AGEMCY DEFD INTER-GOWT REVE

The lines show detail objects summarized at the appropriation line item level. For example, the
Taxes line item includes three detail objects: 4120, 4141, and 4160.

You can export the view for further analysis by selecting File>File Export from the main menu
bar.
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The Save As window will appear. If you want to analyze the data in Excel, you should choose
“Excel with headers” from the Save As type pull down. If you want to analyze the data in
another application, other file type options are available. Type a name next to File name and
click Save to complete the export. If you have difficulty analyzing the data to derive year-end
projections, you can contact your OMB analyst for assistance.

Save in: j &= 2 |FEE
BACKUP Camunisupd ®DPs
BRASS-32 Camy Music Hsheriff
Del Personal
Disconer [ZdProgram Fies
Documents and Settings (Ctemp
DOs Cvne
drivers CIWINNT
MIUMIS downloads 12004 salary summary

File name: |1 14101 B2a Calculated Detail
Save as ype: IE:(c:eI with headers LI Cancel |

7. Analysis and Reporting -- Once you have entered your performance data and year-end
projections, you can compare budget to actuals. OMB has created two public spreadsheet views
for this purpose. The first is called “B2b: Appropriations,” and is designed to assess the need for
internal spending adjustments and/or appropriation adjustments. The second is called “B2c:
Performance,” and is designed to assess program performance. Both of these views can be
exported from BRASS for further analysis and reporting by following the export instructions just
described.
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B2b: Appropriations

To access the B2b: Appropriations spreadsheet view, select BRASS—> Spreadsheet Views from
the main menu. From the View Selection and Display window, select B2b: Appropriations from
the View Name pull down (be sure to click the Show Public box when accessing this view and
other public views).

x
gdit\.riew| ok | Ccancel |

e Name:lgzh: Appropriations {OMB} j ¥ Show Public

— Program ————  Other

o
Table: E1
 Fund " Project
F'rngram:l 14102

— Sections
 hone
* Pragrarm
" Fund

" Location
" Project

Level:lz
Type:l VI

" Location

When you have selected the view, the View Selection and Display window will expand. In the
Program area of the menu next to Program, enter (or select from the pull down) your agency or a
program within your agency. In the Sections area of the menu, the view is set to report by
program, and OMB recommends that you use these settings. If you wanted to see just the budget
in this program related to a single fund, you can also click the fund radio button located in the
Other section of the menu, and provide a fund number in the space provided. When you are
finished, the menu should look similar to the picture above. Click OK to run the view.

Based on the information you provide in the menu, a view will display. The view shows current
revenue estimates and expense appropriations under the Revised Budget column. The YTD
Actual column will be updated each month as data becomes available from MUNIS. The 2™
Quarter Year End Projection column shows the information entered by agencies on the B2 - 2004
Projection form, summarized across programs at the fund level. A variance between agency
projection and budget is shown in the last column.
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Note: The example below is showing data and column headings from 2003. When you run this
report, you should see current information.

Hum B2b: Appropriations {01A102, CENTRALIZED SERYICES) — ol x|
Zoom | o |
Ohject Line Mame 2003 2003 2003 2003 ey Bud =
Revised ‘Wear to Date Tatal v, 2003
Buiciget Actual Projection Agency Proj
1l FUMND
(01 &102 CEMTRALIZED SERVICES
||REV_TOTAL TOTAL REVENUE 79,114,749 25,910,090 76,639,551 (2,475,198)
||Taxes TANES TOTAL 78,491 971 25 674,292 76,001 260 (2,490,5917
SYWC_FEES  SERVICE FEES & CHARGES TOTAL 29,507 239,507 29,507
1 |FINES: FINES & FORFEITURES TOTAL 422778 167 098 422 878 100
HMISC MISCELLAMEQLS REVEMUE TOTAL 200,000 35,893 185,586 (14,4141
EXP_TOTAL TOTAL EXPEMSES 1356 450 1238979 196 676 50 426
MATLS _SWCIMATERIALS & SERWICES TOTAL 135450 123,879 195,576 60,426
| FLMD
101410100 MAMNAGING FOR RESLULTS
FLIMC
01410200  CEMTRALIZED SERYICES
{IREV_TOTAL TOTAL REVENUE 79,114 749 25510,090 76,635,551 12,475,198)
| TAHES TAXES TOTAL 75,491 971 25674292 76,001,280 12,490,691
SVC_FEES  SERVICE FEES & CHARGES TOTAL 29807 29 507 29807
FIMNES FINES & FORFEITURES TOTAL 422778 167 098 422 878 100
MISC MISCELLANEOUS REVEMUE TOTAL 200,000 36,593 155,966 14,4141
EXP_TOTAL TOTAL EXPEMSES 135,450 123,979 195,576 60,426
MATLE SWCIMATERIALS & SERYICES TOTAL 135,450 123,979 198,376 60,426
-
Il | Bl

You should use the analysis shown in this view to assess the current budgetary status. Significant
variances between budget and projections by fund and appropriation line item (budget authority
level) should be investigated. Can expenses be managed within the existing budget, what
adjustments need to be made internally, or are budget adjustments needed? OMB will also be
reviewing this analysis when requests for supplemental appropriations and appropriation transfers
are received as well as utilizing it in the 2005 budget decision making process.
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B2c: Performance

Using the B2c¢: Performance spreadsheet view, you can compare the 2004 projected program
performance to both the 2004 revised program performance and the 2005 request. You can
access this view by selecting BRASS—> Spreadsheet Views from the main menu. From the View
Selection and Display window, select B2¢: Performance from the View Name pull down (be sure
to click the Show Public box when accessing this view and other public views). When you have
selected the view, the View Selection and Display window will expand. In the Program area of
the menu next to Program, enter (or select from the pull down) your agency or a program within
your agency. In the Sections area of the menu, the view is set to report by program, and OMB
recommends that you use these settings. If you are tracking performance by location within a
program, you can click the Location radio button located in the Other section of the menu, and
provide the location code in the space provided. When you are finished, the menu should look
similar to the following picture. Click OK to run the view.

x
Edit Yiew | 0K I Cancel

Wie Name:lag,:: Perfarmance {OMB) -] W Show Public

— Program ————— r Other

o ALL " Location
Tahle:ﬁ
" Fund " Project
ngram:lmmm "I

— Sections
" Naone

o Frogram
" Fund

" Location
- Froject

Level:lﬁ
T'_-,-'pEZI 'I

Based on the information you provide in the menu, a view will display.
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Note: The example below is showing data and column headings from 2003. When you run this
report, you should see current information.

W BZc: Performance {OMEB} {01A101, COUNTY ADMINISTRATION MANAGING = |EI|5|
Zoom | 4 |
Ohject Line Mame 2003 2003 2004 2003 Rev Bud 2003 Agency (=
Revized Total Requested v, 2003 Proj vs. 2004
Budget Projection Budget Agency Proj Reguest
PROG &M

IEEN COUNTY ADMIMISTRATION MAMAG

EXP_TOTAL TOTAL EXPENSES 2502 1:56.00 2,236 380.00 2,233 600.00 11.78 (0.01)

PER=_ZWCS PERSOMAL SERWICES TOTAL 1,727 388.00 1,727 370,00 1,727,290.00

FRINGE_BEM FRINGE BEMEFITS TOTAL 451,537.00 495,010.00 433,010.00 (3.24)

MATLS _SWCIMATERIALS & SERVICES TOTAL 274,325.00 13,000.00 13,200.00 2,019 (1.52)

CAPITAL CARTAL QUTLAYS TOTAL 18 ,586.00 (100.00) (100.00)

GRANTS GRANTS TOTAL (100.00) (100.00)

DEBT_SWC  DEBT SERWICE TOTAL (100.00) 10000y |

FIr_UEES  INTERFUMD TOTAL (100.00) (100.00)

CONTIMGRNCY COMTIMGENMCY TOTAL (100.00) (100.007
PERFORMAMCE MEASURES

DEMAND PRIMARY DEMAMND 2158.00 160.00 160.00 36.25

QUTPUT PRIMARY QUTPUT 2158.00 160.00 160.00 36.25

RESLLT PRIMARY RESLILT 174.00 130.00 133.00 3385 (2.26)

PRIMARY PERFORMAMCE INDICATC

PM_LOS  LEWEL OF SERVICE (%) 100.00 100.00 100,00 100.00

PM_RES  RESULT (%) 79.62 .25 8313 93.38

PM_CE CUTPLT EFFICIENGY (5) 1 147 777 .98 1,398 987 50 1,399,125.00 32.50

PM_RE RESULT EFFICIENCY ($) 1,438,020.69 1,721 830,77 1,683,157.89 34.80 D44
q | i

The view shows the current 2004 program expense budget under the Revised Budget column.
The activity in the YTD Actual column will be updated each month as data becomes available
from MUNIS. And the 2004 Total Projection column shows the expense and performance
information entered by agencies on the B2 - 2004 Projection form, with expenses summarized at
the appropriation line item level. A percent variance between organization projection and budget
is shown in the last column.

Initially, you should use this analysis to assess expense allocations across programs. Significant
variances between budgeted and actual program expenses should be investigated. Are these
variances the result of a real shift in costs, or do they reflect a misallocation of actual expenses in
the accounting system?

You can also use this analysis to assess program performance. Significant variances between
budgeted and actual program performance should be investigated. Are these variances the result
of unrealistic budget expectations, or can program performance be managed to meet or exceed
budgeted performance targets? When these variances are not the result of inefficiency and/or
ineffectiveness, budget assumptions may need to be modified. A revised set of assumptions can
then inform the following year’s budget.

OMB will be using this analysis to track its own performance measures. OMB analysts will also
review this information with county staff during regular quarterly meetings. As appropriate, the
analysis will also be reviewed when OMB receives requests for supplemental appropriations and
appropriation transfers, as well as utilizing it in the 2005 budget decision-making process.
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B2d: Projected vs. Comput

Another view that will be useful for assessing your projections is B2d: Projected vs. Comput.
This view is similar to B2¢, but compares your projection to the computed projection. You can
access this view by selecting BRASS—> Spreadsheet Views from the main menu. From the View
Selection and Display window, select B2d: Projected vs. Comput from the View Name pull down
(be sure to click the Show Public box when accessing this view and other public views). When
you have selected the view, the View Selection and Display window will expand. In the Program
area of the menu next to Program, enter (or select from the pull down) your agency or a program
within your agency. In the Sections area of the menu, the view is set to report by program, and
OMB recommends that you use these settings. When you are finished, the menu should look
similar to the following picture. Click OK to run the view.

x|
Edit‘h"iewl oK | Cancel |

Wiew Nam93|52d: Frojection v Comput {OMBj ¥ Show Public

— Program ———————  Other

o) i '
Tahle:F ALL Location
 Fund " Project
Prngram:lmmm -]

— Sections
" None

* Program
" Fund

" Location
" Project

Level:lz
Tj,rpe:l 'I

Based on the information you provide in the menu, a view will display.
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Note: The example below is showing data and column headings from 2003. When you run this
report, you should see current information.

N B2d: Projection ¥ Comput {OMB} {01A102, CENTRALIZED SERYICES } - |EI|1|
foom | 4 | ﬂ
Ohject Line Mame 2003 2nd Quarter 2003 2003 Calc Proj (=
Year to Date Year End Total v, 2003
Actual Calculation Projection Acgency Praj |
| PROGRAM

014102 CEMTRALIZED SERWICES

EXP_TOTAL TOTAL EXPEMSES 123979.26 212697.26 1595,576.00 (550
PERS_SWCS PERSCOMAL SERYICES TOTAL (100007
FRINGE_BEM FRINGE BEMEFITS TOTAL (10000
MATLE SWCIMATERIALS & SERWICES TOTAL 123,979.26 212,697 .26 193,876.00 (6.5

-
|| »

The 2004 YTD Actual column will be updated monthly as data becomes available from MUNIS.
The 2™ Quarter Year End Calculation column shows the BRASS generated projection based on
year to date activity and historical spending patterns. And the 2004 Total Projection column
shows the expense and performance information entered by agencies on the B2 - 2004 Projection
form, with expenses summarized at the appropriation line item level. A percent variance between
agency projection and calculated projection is shown in the last column.

This analysis is extremely important to the decision making process in the budget. Agencies need
to explain any significant variances shown on this report. If an agency is unable to or fails to
explain these variances, the calculated projections or a projection made without agency input,
may be used when determining budget requests. 1t is difficult to define “significant” as each
agency’s budget is different. For very general guidelines, a brief explanation of variances
greater than 5% or over $5,000 should be explained. The greater the variance, the more detailed
explanation should be provided. Explanations should be included on the justification tab of each
program’s B2 — 2004 Projection form.
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8. Narrative Summaries -- When you have completed your budget to actual analysis, develop a

brief narrative for each program explaining any significant variances identified in B2¢ and B2d,
as well as any corrective action necessary to improve or maintain program performance. Insert
this narrative on the justification tab of each B2 - 2004 Projection form. When you are finished,
click Save. Repeat this process for each of your programs.

lnl:gnl EHIHH—!' KMove | &udltl Eﬁg Canml'

General  Justification |

Based on activity through the 1st quarted, we expect to spend about $12.1 million in the Basic Al
Home and Community Based Care program. This is about 1.86% below budgeted expense. The
program I5 expernencing greater than expected demand {projected about 4% over budget), and we

are increasing the numbers served proportionately, Based on results from our [atest satisfaction

survey, about T2% of clients report that semice is helping them to maintain independence (down

4% from the prior sumvey). Wi are dizcussing the decline with case management staff and

providers, 1o insure that serice quality is maintained. Given expanded caseloads within the same
budgeted expense, our projected eficiency is about §2150 per client served and satisfied, slightly

below the efiiciency target established in the budget |

=l-]

Once a narrative has been entered to explain any variances, the agency can start entering data on
the B3 — 2004 Beginning Fund Balance Forms. General Fund only agencies can skip to the
Baseline Budget Request Form.

2004 Beginning Fund Balance
(Selected Non-General Funds Only)

The 2004 beginning cash balance for each fund had been entered into BRASS from MUNIS. The
cash balance is only available by fund and has been entered into the first program within a fund.
Some funds include multiple programs or grants within one fund and available cash needs to be
verified for each program or grant. Therefore, if resources need to be tracked by program within
a fund, the beginning cash balance needs to be allocated to the appropriate programs. Please keep
in mind that if resources need to be tracked at the program level, revenue estimates should also be
entered in the specific programs (refer to Baseline Budget Request section).

This form is required for the following funds and optional for the remaining Non-General Funds:

2023 — Common Pleas

2044 — Prosecuting Attorney

2048 — Domestic

2077 — Prosecuting Attorney/PFM/Domestic (to be completed by OMB)
2082 — Community and Economic Development

2083 — Justice Planning Unit

2086 — Sheriff

2088 — Sheriff

2093 — Sheriff JPU Funding

2122 — Domestic JPU Funding

2671 — Sherift/PFM/Domestic/Data Center/Commissioners (to be completed by OMB)
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its B3 - 2004 Beginning Fund Bal, il

Report | ’TI Cancel |
FU”dIW Serial Number:|(NeW) j|

DesoriptionﬁOOO - Zeneral Fund
Stage =] ()
Priorityl—L, Typel—L,
Code 1]  ~| Code2f — ~]
Code3]  ~| Coded] — ~]

The 2004 Beginning Fund Balance form has two display columns and one data entry column:

e The “BEGCASHO04” column displays the beginning cash balance in the fund as of 01/01/04.
This information was obtained from MUNIS. The entire fund balance has been cross-walked
to the first Program within the fund.

e The “Beg Bal Adj” column should be used to allocate the fund balance to the various orgs
within the fund. In order to allocate the fund balance, insert a new row and select the desired
org. The amounts entered here should reflect the requested change to the “BEGCASH04”
column. The total of this column must equal zero. The form will not be able to be saved
until the total is zero.

e The Beginning Fund Balance by Program is reflected in the “TOT_PROJ” column, which
includes the information from the “BEGCASHO04” column and the “Beg Bal Adj” column.
This column automatically calculates based on the entries in the “Beg Bal Adj” column and
represents the total for each line on the form.

4iv 2005 Database {Admin Lockout?} - [B3 - 2004 Beginning Fund Bal.: 11 - 1000 - General Fund] _|= i‘
‘& Fle BRASS SBFS Utlites Window Help .= l‘
|12 EEEVER|(®B f 2 FalS £5 0 09|

Insert | Delete | Move | Audit | Met Cost = Apply | Save | Cancel |

General | Justification |

1[10010200 ~|1000 BEG_BAL 0 72,683,550 0
| | 72,683,550 0 0

Required Ending Fund Balance (Non-General Funds Only)

To verify that non-general funds have sufficient resources at year-end to begin the following year,
this form has been developed. This form requests the cash balance needed at the end of 2004 (to
begin 2005) and at the end of 2005 (to begin 2006). To complete the analysis of sufficient
resources for the end of 2005, the 2005 Beginning Fund Balance form (explanation follows this
form) also needs to be completed.

The Required Ending Fund Balance form has two data entry columns:
| e The “04 Req End Bal” column should be used to enter the amount of cash that is needed at
the end of 2004. The balance as of 12/31/04 is essentially the same as the balance as of
01/01/05. This required balance should be enough cash to fund your 2005 payroll costs and
other operating expenses until you receive sufficient revenues in 2005.
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e The “05 Req End Bal” column should be used to enter the amount of cash that is needed at
the end of 2005. The balance as of 12/31/05 is essentially the same as the balance as of
01/01/06. This required balance should be enough cash to fund your 2006 payroll costs and
other operating expenses until you receive sufficient revenues in 2006.

its 2005 Database {Admin Lockout} - [B4 - Required Ending Fund Bal.: 7 - Fund 2011 Required Ending Bal.]

1& File BRASS SBFS Security Ubites Window Help
|2 m2EE EXsfraagdl@S >098(458 0al

Insert | Delete | Move | Audit | Net Cost =]

General |Justifioation | T

(& 1[11070100 = 2011 0 REQ_EMNDBAL

Y q

To verify that there will be sufficient resources at the end of 2004, run spreadsheet view “B4a
Cash Balance”. In the view selection and display screen, run this view at the Agency Program
level (level 2), Sections — none and Other — Fund, with specific fund indicated. This spreadsheet
view will need to be run for each non-general fund within your agency. The first column
(TOT_PROJ) represents the estimated 2004 available resources based on the information entered
on the B2 — 2004 Projection and B4 — Required Ending Fund Balance forms.

25 B4a: Cash Balance {OMB} {01_COMMISS, COMMISSIONERS } -0 x|
Zoom |

Ohject Line Mamme TOT_PRCW FIFAL
:EIEG_EIAL BEGINMIMNG FUMD BALARNCE 12 500,000
REY_TOTAL TOTAL REWEMUE 7B 538551
EXP_TOTAL TOTAL EXPENSES 2437 256 2,235 BO0
EMD_BAL  ESTIMATED EMDIMG FUMD BALAMCI 45,702,293 (2,235 600
REQ_EMDBALEMDIMNG BALANCE REQUIREMENMT 500,000
RESOURCES SUFFICIEMT RESOURCES'Y g6 202,295 (2,258 600
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The ‘Estimated Ending Fund Balance’ represents a calculation of the beginning fund balance plus
total revenue less total expenses. The ‘Sufficient Resources?’ represents the estimated ending
fund balance less the ending balance requirement. If ‘Sufficient Resources?’ in the TOT PROJ
column is negative, then the estimated ending fund balance is not sufficient to meet the ending
balance requirement. Therefore, the amounts entered on the B2 — 2004 Projection form need to
be amended (revenues and/or expenses) so that there is sufficient cash to fund your 2004
projections, as well as your 2005 payroll costs and other operating expenses until you receive
sufficient revenues in 2005.

If the “Sufficient Resources?’ in the TOT PROJ column is positive or zero, then the amount on
the ‘Estimated Ending Fund Balance’ (END_BAL) line of the TOT_PROJ column should be
entered on the B5 — 2005 Beginning Fund Balance form.

This form is not complete until the ‘Sufficient Resources?’ line in the TOT_PROJ column is a
positive number or zero. The above steps may need to be repeated until this number shows positive
or equivalent resources.

Note: The Final column in the spreadsheet view will be missing some data until all 2004 budget
request data is entered.

2005 Beginning Fund Balance (Non-General Funds Only)

The previous spreadsheet view (B4a Cash Balance) calculated the estimated ending cash balance
for 2004. Once sufficient resources have been verified, this estimated ending cash balance needs
to be entered as the beginning fund balance for 2005. The 2005 Beginning Fund Balance form
was developed to accomplish this data entry.

The 2005 Beginning Fund Balance form has one data entry column. The “05 Beg Bal.” column
should be used to enter the amount of cash that is projected to be available at the beginning of
2005.

[, 2005 Database {Admin Lockout} - [BS - 2005 Beginning Fund Bal.: & - Example] 12>
dh Fle BRASS SEFS Secuity Utites Window Hep =]
FPTEEERFEE RS A0S 290 £S5 00l
h:nrtl Delete | Move | Audit | Net Cost "I Save | Cancel
General | Justification |
Pl | =]1000  BEG_BAL |10
| d
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Open the form for each non-general fund.

In the Org column, select one of your agency’s orgs. You may select only one org to
account for all of the cash in the fund, with the exception for the funds in which a 2004
Beginning Fund Balance form was completed. For funds in which a 2004 Beginning
Fund Balance form was completed, the beginning fund balances should be entered in the
2005 Beginning Fund Balance form for each specific program indicated in the 2004
Beginning Fund Balance form.

Use the spreadsheet view “B4a Cash Balance” to determine the projected 2005 beginning
fund balance. This is the spreadsheet view that you ran to prepare the Required Ending
Fund Balance form (be sure to re-run the spreadsheet view if any adjustments were
needed). On the spreadsheet view, find the ‘Estimated Ending Fund Balance’ amount in
the TOT PROJ column; enter that number in the “05 Beg Bal.” column of the 2005
Beginning Fund Balance form.

Apply or Save the form.

Run the spreadsheet view “B4a Cash Balance” again. Verify that the “Estimated Ending
Fund Balance” in the TOT _PROJ column matches the “Beginning Fund Balance” in the
“FINAL” column. If these amounts do not match, correct the fund balance form as
necessary until these amounts match.

88 Bda: Cash Balance {OMB} {01_COMMISS, COMMISSIONERS T ) [

Zuum|

[
. . e
Ohject Lire Matme TOT_PROJ FIMAL
BEZ_BAL  BEGIMMIMG FUMD BALARNCE 12,500,000 56,702,295
REY _TOTAL TOTAL REVEMUE 76 639,551
EXP_TOTAL TOTAL EXPEMSES 2437 256 2,238 600
EMD_BAL  ESTIMATED EMDING FUND BALAMNC] 86,702,295 84 463 E95
REQ_EMDBALEMDING BALAMCE REQUIREMEMT 500,000
RESCURCES SUFFICIEMT RESOURCES? 86,202,295 54 463 695
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Baseline Budget

What is a baseline budget?

The total baseline budget request for a program for the following year (2005) represents the
appropriations that are needed to continue to deliver the same number of outputs as projected for
the current year (2004). This includes the appropriations for the currently approved FTEs and
related personnel costs, materials and services, capital outlays, grants and other financing uses. A
rough calculation of the total baseline budget is equal to the projected output efficiency of the
program for the current year (2004), adjusted as necessary for inflation, multiplied by the
projected number of outputs for the following year (2005).

With the exception of demand measures, baseline performance measure projections should be
equal to current year projections (2004) for all measures. The demand for a program may be
different, and the agency may choose to address changes in demand by submitting decision
packages that support an increase or decrease in program output or results.

The baseline budget request should not include appropriations for the items below. These
increases or decreases in appropriation will be submitted as decision packages:
e Additional FTEs
e New initiatives or equipment intended to impact output and/or improve results
e Increased or decreased appropriations related to changes in the program operating
environment

Baseline Budget Request Form

The Baseline Budget Request form has three display columns (grayed columns) and two data

entry columns (white columns). The display columns have been provided to assist you in

completing the data entry columns.

e The column titled “TOT PROJ” represents the 2004 agency projection as of the 2" quarter,
2004. It reflects the data entered on form B2 — 2004 Projection.

o The “REQ_SBFS” column displays the salaries and benefits that have already been
calculated by SBFS and included in your baseline budget. This column includes the position
allocations that were previously verified/changed in SBFS. The information calculated by
SBEFS includes salaries, PERS, Medicare, Social Security (if applicable), Workers Comp
premium, Fringe Benefits, Uniform Allowances (if applicable), Car Allowances (if
applicable) and Longevity payments (if applicable) for approved positions. Adjustments to
salaries should be included on the general tab of the baseline request. SBFS does not
calculate shift differential, holiday pay and overtime. Part-time and seasonal positions that do
not have position control numbers in MUNIS are not included in SBFS, and should be
entered in the “2005 Request” column described below.

e The “2005 Request” column should be used to enter revenue estimates and the remaining
expenses (excluding those in the REQ SBFS column) for your 2005 baseline request. This is
also where your performance measures need to be entered.

e The total Baseline Budget Request is reflected in the “REQUEST” column, which includes
the information from the “REQ_SBFS” column and the “2005 Request” column. This
column represents the total for each line of the baseline request.

The Justify column is available to enter text information for each line.
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Business Rule: The justification column should include quantities, unit costs and any
additional information for that specific line that would help to justify the request.
This explanation should be kept concise, as the limit in the justification column is 250
characters, including spaces.

Here is an example of an explanation:

“The 2005 budget request for this program is $12.7 million, a 7% increase over 2004. The
additional resources are needed to continue to provide support services to the 6,475 seniors that
were served in 2003.”

The Justification tab for a Baseline Budget Request should include, but not be limited to, the
information listed below.

Number of approved FTEs

Number of vacancies

How long have the vacancies existed?

Explanations regarding performance data variances (B6a and B6b spreadsheet views, see

following examples)

e Explanation regarding variances in revenues and expenditures (B6a and B6b spreadsheet
views, see following examples)

e Explanations regarding SBFS budget neutrality (B6c spreadsheet view, see following

expamples)

U rtan e oo B oI CTr, e A
& Fle BRASS SBFS Sectrity Utites Window Hep _ =[x
1?2 BEEERE NF2EEdS 98 488 0al

1nsert| Qelete| Move | Audit | Net Cost = Applyl Save | Cancell
General | Justification | _
110010100 4322 a 0 0 50

210010100 4632 0 0 0 1)

310070100 4699 0 0 0 1)

410010100 5101 a 0 1,582,560 1,582 560

510070100 510105 0 0 0 1)

610010100 510201 a 0 0 a

710070100 510204 o 0 0 0
(& 10010100 ~]510301 0 o I i

910010100 5116 0 0 0 1)

1010010100 5141 Q 0 245,580 245580

1110010100 5143 0 0 22,088 22 968

1210010100 5150 0 0 189,024 189,024

1310010100 5173 a 0 18,480 18,480

1410010100 5201 PO 0 0 5,000

1510010100 520199 PO 0 0 a

1610010100 520201 0 0 0 750

1710010100 520206 Q 0 0 17,000 -

1810010100 520208 0 0 0 1,900

1910010100 520209 0 0 0 5,340

2010010100 520213 a 0 0 7,500
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Baseline MSELA (Microsoft Enterprise License Agreement) Request

A separate baseline request form should be completed for all Microsoft Enterprise seat licenses.
Although these requests are entered onto a separate form, they are added to the agency’s baseline
budget request. This will be reflected on the various spreadsheet views that can be run to analyze
the baseline request. A detailed explanation of how to compute seat licenses is contained in the
Information Technology Plan Instructions (Tab 2 of this instruction manual).

1. Select “B6a — Baseline MSELA Request” from the Budget Form Selection menu.

itv Budget Form Selection il
oK | Cancel |
B1 - Performance Data =]

B2 - 2004 Projection

B3 - 2004 Beginning Fund Bal.

B4 - Required Ending Fund Bal.

B5 - 2005 Beginning Fund Bal.

BE6 - Baseline Budget Request
Bfa-Baseline MSELA Request

B7 - Decision Package Request

B& - IT Request

B9 - Vehicle Request

BN - Budagst Narrative Form Ll

2. In the B6a — Baseline MSELA Request window, enter or select your agency code next to
Program (example 01-COMMISS). Select (New) from the Serial Number pull down. Enter
“lAgency Name] MSELA” next to Description (i.e. Commissioners MSELA). Select 1 from the
Stage pull down. When you have provided all necessary information, the window should look
like the following picture. When you are ready, click OK.

ii» B6a-Baseline MSELA Request il
Merge | Report | oK I Cancel |
Pro ram|01 COMMISS
¢ = Serial Number:|(NeW) j|

Description|Commi55ioner5 MSELA

Stage[jmE~| ()
Priority|—L, Type|—L,
Code 1]  ~| Code2] — ~]
Code3]  ~| Coded] ]
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3. Using the Baseline MSELA Form --The form will open on the General tab with the cursor
placed in the upper left cell (under Org). By clicking on the maximize button in the upper right,
you can display the entire form on your screen. You can also use the scroll bars to horizontally
and vertically navigate within the form.

i'» B6a-Baseline MSELA Request: 12 - Comimissioners MSELA - 3lx]

1nsert| geletel Movel Auditl |NetCost j |App|y| Save | Cancell

General | Justification |

(& 110010100 b22102 ~ (D20

g

2l | o

The form consists of the following columns:

= Org displays the org numbers associated with your agency.

= Object displays the detailed expense code 522102 that is to be used for Microsoft Seat
License costs.

= Project displays the project code. Most agencies do not use project codes and this field will
default to “0”.

= MSELA Cost displays a grayed out column that will populate with your agency’s total
MSELA cost.

= Justify is a column used to provide a brief explanation for each projection. You are not
required to enter information in this column, but it may be helpful to explain any huge
increases in the amount of true-ups. When in doubt, it is probably best to show your work.
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4. The Baseline MSELA Request form has one data entry column, which is grayed out. This will
be populated automatically after seat license quantities are entered. Enter your first Org number,
Object Code 522102, and Project Code if applicable. After you have entered the object code, a
gray “Detail Box” will appear at the bottom of the form.

i:» BGa-Baseline MSELA Request: 12 - Commissioners MSELA - |3 il

lnser'tl Qeletel Movel Auditl |NetCost j |Apply| Save | Cancell

General | Justification |

& 110010100 F22102 vIDQO

g

1] | |

5. Click on the gray “Detail Box” section and the fields in the following example will appear.

i B6a-Baseline MSELA Request: 12 - Commissioners MSELA _ o] x|
1nsert| Qeletel Move | Audit | |Net Cost j | Applyl Save | Cancell
General | Justification |

<] | |

#q Posting Col  ltem Description Qty Price Total
1 IMSELA Cos |0 | ~||MS License True-UpNon G| 5. | 609 | 3,045
Item Description

IThISL WS Seat License General Fund
ITMSLZ WS Seat License Non Gen Fund
ITWSLTU

Other Item
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6. Select the appropriate menu option from the Item drop down menu. MS Seat License General
Fund and MS Seat License Non Gen Fund should be used for base seat licenses. MS License
True-Up Gen Fund and MS License True-Up Non Gen Fnd should be used for any true-ups
needed. Enter the appropriate quantities from the seat license worksheets in your Information
Technology Plan. To enter a second line within the “Detail Box”, click insert, while the hand

pointer is located in the “Detail Box™. This will enable you to enter both base seats and true-up
licenses for each org.

it B6a-Baseline MSELA Request: 12 - Commissioners MSELA o |EI |£|

1nser‘t| Qeletel Movel guditl Met Cost j |Apply| Save | Cancell

General | Justification |

110010100 522102 D20 3,045
o | o
3,045
<] | 0
Seq Posting Col |tem Description Gy Price Total
1 MSELA Cos’ | TMSLA [MS Seat License General F | 10. | |
2q Posting Col  [tem Description Qty Price Total
2 MSELA Cos [ITMSL2 [MS Seat License Non Gen | | Gl 163 |

7. Repeat the above entry for each org, object, and project combination you require to budget
seat licenses. Make sure the hand pointer is back in the upper section, and click the Insert button
to add a new line for additional org numbers.
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Bé6c: SBFS Comparison

Run spreadsheet view “B6c: SBFS Comparison” to see the variances between the 2004 original
budget and 2005 baseline request for personal services and fringe benefits. If 2005 baseline is
higher than the 2004 original budget, there would not appear to be budget neutrality. The totals
should be very similar, unless budget adjustments were approved by the Commissioners in 2004.
Please provide (in the justification tab) brief explanations, resolution numbers, etc. that
correspond to these variances. If all or part of a variance is unexplainable, in order to achieve
budget neutrality, please enter the unexplained variance as a negative amount on the baseline
form. Upon completion of this analysis, all variances on the “B6c: SBFS Comparison”
spreadsheet view should correspond to explanations on the baseline form justification tab.

Note: The example below is showing data and column headings from 2003/2004. When you run
this report, you should see current information.

BN B6c: SBFS Comparison {OMB} {01A101, COUNTY ADMINISTRATION MaR B ] |
Zunml ] ¥
Object Line Mame 2005 2004 “ariance =
Original  Reguested Column
Budiet Baseline Oire

A0 COUNTY ADMIMISTRATION b

FERS_SWIPERSOMNAL SERVICES TOT: 1,727 384 1,727 390 2
FRINGE_B FRINGE BEMNEFITS TOTAL 455,001 453 010 9

-
4| | 3
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Béa: Perf Meas Compariso

Run spreadsheet view “B6a: Perf Meas Compariso” to show total revenues, expenses and
performance measures for your baseline request. First, explain any increases/decreases in your
demand, output and/or result. Large percentage variances could indicate that you have something
incorrectly included in your baseline that may need to be in a decision package. If your demand
stays the same and your result efficiency increased, you should question whether or not a decision
package request is necessary. Please make sure you provide justification for any variances of +/-
5%. If after running spreadsheet view “B6a: Perf Meas Compariso”, you are unsure of why some
of the variances have occurred, you can run spreadsheet view “B6b: Det Perf Meas Comp” which
will show the variances by detailed object code. This should be helpful in determining some of
the larger variances and help explain why the “B6a: Perf Meas Compariso” variances have
occurred.

Note: The examples below are showing data and column headings from 200/2004. When you run
this report, you should see current information.

B6a: Perf Meas Compariso

N B6a: Perf Meas Compariso {01A101, COUNTY ADMINISTRATION - IEllil
foom | ] | _>|
Cbject Line Matmne 2003 2004 2003 Agency (=
Tatal Reguested Proj w=. 2004 Percent
Praojection Baseline Baze Reg Wariance
PROGR M

014101 COUNTY ADMMETRATION MAMAG

EXP_TOTAL TOTAL EXPENSES 2,238,380.00 2,238,600.00 220,00 (0.01)

PERS_SWCS PERSOMAL SERVICES TOTAL 1,727,370.00 1,727,390.00 20,00

FRIMGE_BEM FRIMGE BEMEFITS TOTAL 493,010,00 493,010.00

MATLE_SVWCIMATERIALS & SERVICES TOTAL 13,000.00 13,200.00 200,00 (1.52)

CAPITAL CAPITAL OUTLAYS TOTAL 100.00)

GRANTS GRAMNTS TOTAL 100.00)

DEBET_SWiC DEBT SERWICE TOTAL (o000 —

FIN_USES  INTERFURD TOTAL (100.00)
PERFORMAMNCE MEASURES

DEMARD PRIMARY DERAND 160.00 160.00

QUTPUT PRIMARY CUTPUT 160.00 160.00

RESLULT PRIMARY RESLULT 130.00 133.00 3.00 (2.26)

PRIMARY PERFORMANMCE IMDICATC

Phi_LOS LEVEL OF SERWICE (%) 100.00 100.00

PM_RES RESLLT (%) 81.25 3313 (2.26)

PM_OE OUTPUT EFFICIENCY () 13,989.53 13,991.25 (0.01)

PM_RE RESULT EFFICIENCY ($) 17,218.31 16,831.58 230 o
1| | Ll_l
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B6b: Det Perf Meas Comp

N B6b: Det Perf Meas Comp {01A101, COUNTY ADMINISTRATION - |EI|5|

Zoom | ] ¥

Ohbject Line Mame 2003 2004 2003 Agency Variance (=

Taotal Reguested Praj w=. 2004 Percertage

Projection Bazeline Basze Reqg one

| PROGRAM

o &101 COUNTY ADMIMISTRATION MAMNAG

EXP_TOTAL TOTAL EXPEMSES 2.238,380.00 2,238 E00.00 >20.00 (0017

PERS_SWCE PERSOMNAL SERNICES TOTAL 1,727 370,00 1,727 390.00 20.00

FRINGE_BER FRIMNGE BEMEFITS TOTAL 493, 010.00 493,010.00

MATLS _SWCIMATERIALS & SERVICES TOTAL 135,000.00 15,200.00 200.00 [1.52)

CAPITAL CAPTAL OUTLANYS TOTAL (10000

GRAMNTS GRAMNTS TOTAL (100.00)

DEBT_SWiC  DEBT SERVICE TOTAL (100.00

FIM_USES  INTERFUMD TOTAL (100.00)

PERFORMAMCE MEASLRES

DEMAMD PRIMARY DEMAMD 160.00 160.00

OUTPUT PRIMARY QUTPUT 160.00 160.00

RESLLT PRIMARY RESULT 130,00 1353.00 3.00 (2261 T

PRIMARY PERFORMANCE INDICATC

Pr_LOS LEYEL ©OF SERMWICE (%5 100.00 100.00

Pr_RES RESULT (%) 81.25 §3.13 [2.26)

Phd_CE CUTPUT EFFICIEMCY (51 13,939.55 13,991 .25 (0017

Pri_RE RESULT EFFICIEMCY (F) 17,2183 16,831 .58 230

=101 SALARIES AND WWAGES 1,000,000 .00 1,727 39000 72¥ 33000

20103 REGULAR WAGES - ELECTED TO00,000.00 (700,000 .00

210201 SICH LEAVE-TERM 2700000 (27 000.00%

210301 WACATION-TERNM 37000 (537000

=141 PERZ COMTRIBUTICN 3246000 25,045.00 (7,412,007

2143 MEDICARE 303,335.00 234 062.00 (69 ,273.00)

Decision Package Request

What should be considered a Decision Package Request?

A decision package is a request for a new initiative that impacts budget and/or performance
beyond the baseline request. A separate decision package form should be completed for each
unrelated initiative. Some examples as to what would be included on a Decision Package
Request is as follows:

Additional FTEs and all related costs

e New initiatives and equipment intended to increase output and/or improve results
Increased or decreased appropriations related to changes in the program operating
environment
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Decision Package Request Form

The Decision Package Request form has two data entry columns:

e The “2005 Request” column should be used to enter the appropriation requests and revenue
estimates related to this request for 2005.

e The “2006 Impact” should reflect the appropriation and revenue impact in 2006 for the same
initiative. This would exclude any one-time costs and revenues included in the “2005
Request” column.

The Justify column is available to enter text information for each line.

Business Rule: The Justification Column should include quantities, unit costs and any additional
information for that specific line that would help to justify the request.

The Justification for a Decision Package Request should include, but not be limited to, the
information listed below.

e Have alternatives been explored?

e Are there opportunities for cooperation with other agencies that could result in improved
efficiency and/or effectiveness?

o Justification to supplement performance data

e Justification when performance data not impacted

¢ 2005 Database {Admin Lockout} - [B7 - Decision Package Request: 3 - test] =X
M Fle BRASS SBFS Utities Window Hep _ =[x
|[?» EEErBEE ®f 2Bl 42 00l
Insert | Delete | Move | Audit | Met Cost = Apply | Save | Cancel |
General | Justification |Paamon |
110010200 5201 PO 400 500
= 210010200 5220 1] 15,300 13,000
310010700 5301 0 2,500 2,500
| 18,200| 16,000]
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To Enter an Additional Position:

To request an additional position, click on the Position tab. Click the Insert button to enter a line
to enter the position. To enter a position you must enter the Org number, a Project code (select 0-
Unassigned Project if not using project codes), the appropriate Class code, FTE percent (100 for a
full-time position) and Count (number of positions).

¢v 2005 Database {Admin Lockout} - [B7 - Decision Package Request: 3 - test] =l
M Fie BRASS SEFS Utites Window Hep _ =%
|? EEEsEE s 2 @S L2 (0al

lnsertl Qeletel Move | Audit | LCalc | Applyl Save | Cancell

General |\Ju5t|ﬁoat\0n Position

10010100 0 01N054_01 00/0000° 00/0000 100 1 | 101,568
100, 1 o 101,558

Simply click on the Calc button and the total Cost of the position will appear. This cost will
include the salary and related costs for 2005 and 2006. (Note: After entering the last required
field, you must click onto another field before you click on the Calc button.)

For Agencies that do not have class codes linked to pay plans or bargaining agreements, enter the
annual salary of a full-time position in the Salary field. For example, if you were requesting a
position that works 32 hours a week at the rate of $10/hour, you would enter 80 in the FTE field
(32 hours/40 hours = 80%), 1 in Count field and $20,800 in the Salary field. Click on the Calc
button and the total Cost of the position will appear. This cost will include the salary and related
costs for 2005 and 2006. The Salary amount included in the total Cost field would be $33,280,
$16,640 for 2005 and $16,640 for 2006. (Note: Once again, after entering the last required field,
you must click onto another field before you click on the Calc button.)

For the detail by object code and by year, return to the General tab.

This example displays the detailed costs for the position entered on the above displayed Position
tab.

ou dtaDdse 3 5 OCRO 5 a =}
& Fle BRASS SBFS Utites Window Hep =]
2 EEEFRE s =L@ HE £5 2 0@k
1nsert| Delete | Move | Audit | Met Cost = Apply | Save | Cancel
General | Justification | Pasition |
110010200 5201 PO 400 500
210010200 5220 0 15,300 13,000
& 310010700 5301 0 50000 2,500
10004 10010100 5101 50 36,336 36,336
10005 10010100 FTE 50 1 1
10006 10010100 5173 80 420 420
10007 10010100 5143 50 528 528
10008 10010100 5141 50 4,920 4,920
1000210010100 5150 50 8,580 8,580
1001010010100 530601 50 48 48
10011 10010100 POS 50 1 1
69,057 66,857
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IT Request
The IT Request form looks identical to the Decision Package Request form.

Reminder: Please use the exact title of your project plan in the IT Plan for your BRASS IT
Decision Package title. If an IT project plan is related to the baseline budget, make sure the
“Project Name” starts with “2005 Baseline Request” and the associated costs have been included
on the baseline budget form.

A separate IT Request should be completed for each new initiative. All related costs should be
included on the same form. Refer to Part 2 of this manual for detailed IT Plan Instructions.

The justification tab of the BRASS IT decision package only needs to contain the “Project
Justification” and “Project Impact” from the IT project plan, which can be copied and pasted.

Vehicle Request

The Vehicle Request form also looks similar to the Decision Package Request form. The only
difference is that there is no Position tab on the Vehicle form, as additional positions would not
be requested on this form. All related costs should be included with the vehicle requests, i.e.
fuel, maintenance and equipment.

Note: For replacement vehicles, only additional costs related to replacement vehicles should be
entered on the vehicle request form, i.e. costs not already included in your baseline request.

Verify Sufficient Resources for 2005 (Non-General Funds Only)

The beginning cash balance for 2005 has been entered on the 2005 Beginning Fund Balance form
and the Required Ending Cash Balance for 2005 has been entered on the Required Ending Fund
Balance form. Upon completion of entering your 2005 Budget Request (Baseline, Decision
Packages, etc.), sufficient resources for the end of 2005 need to be verified.

To verify that there will be sufficient resources at the end of 2005, re-run spreadsheet view “B4a

Cash Balance”. This spreadsheet view will need to be run for each non-general fund within your
agency. The second column (FINAL) represents the estimated 2005 available resources based on
the information entered on the preceding forms.
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N B4a: Cash Balance {COUNTY, FRANKLIN COUNTY} = |E||1|
Zoom |
Ohject Ling Name TOT_PROJ FINAL
BEG_BAL  BEGINMING FUND BALANCE 12,500,000 56,702,285
REY_TOTAL TOTAL REWEMLUE 76 633,551 5,582,300
EXP_TOTAL TOTAL EXPEMSES 2437 256 2,238,600
EMD_BAL  ESTIMATED EMDING FIIND BALANCI 86,702,295 91,045,395
REQ@_ENDBALENDING BALANCE REQUIREMENT 500,000 525,000
RESOURCES SUFFICIEMT RESOURCES? 86,202,295 90,520,935
L | »

The ‘Estimated Ending Fund Balance’ represents a calculation of the beginning fund balance plus
total revenue less total expenses. The ‘Sufficient Resources?’ represents the estimated ending
fund balance less the ending balance requirement. If Sufficient Resources? in the FINAL column
is negative, then the estimated ending fund balance is not sufficient to meet the ending balance
requirement. Therefore, the budget requests need to be amended (revenues and/or expenses) so
that there is sufficient cash to fund your 2005 requests, as well as your 2006 payroll costs and other
operating expenses until you receive sufficient revenues in 2006.

This form and your 2004 Budget is not complete until the ‘Sufficient Resources?’ line in the FINAL
column is a positive number or zero. The above steps may need to be repeated until this number
shows positive or equivalent resources.

Budget Form Reports

Budget Form Reports display the information that has been entered in the budget form. Four
report views are available from the form itself: Form Justification, Objects, Position Information
and Audit Trail. The Position Information view is only available on forms that allow you to enter
a position, i.e. Decision Package Requests and IT Requests.
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To access these views, click on BRASS - Budget Forms and select the form you wish to view.
When the Outside screen appears (see below) select the serial number of the form you wish to
view from the dropdown list. Instead of clicking OK to open the form for data entry, click
Report.

Training {Admin Lock

A dialog box will appear. There are four views available: Form Justification, Objects, Position
Information and Audit Trail. Click the view or views you wish to see and click OK.

o - test form
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The views will appear cascaded on your screen.

i Training {Admin Lockout} ;lili

File BRASS SBFS LUtiities ‘Window Help

|[? EEE EBE B FfF2uBES >Pa 480 nal

i, B6 - Baseline Budget Request

i Justification {S/MN: 4%}

TR TP

Zoom: 1DD§_ Rulers [ F'gUpl PgDn|

X

Franklin County
test form {SIN: 4}
Objects

Page 1 of 7

TOT_PROJ REQ_SBFS 2004 Request REQUEST
a a 0

An alternate option to budget form reports are BRASS reports. Once an agency finishes an entire
budget, notifies OMB and any changes are made, OMB will advance the stage on the budget
forms. Agencies will no longer be able to access the budget forms at that time. They will still be
able to run reports and spreadsheet views to see submission data. If agencies wish to maintain a
record of their justifications, they should print a copy of BRASS reports “Bgt Detail with
Justification” and “Proj Detail with Justifiction”. OMB is continuing to work on improving the
reports that are available and will notify agencies of progress made throughout the budget
process, in the meantime, the justification column and justification tab will not be accessible after
the forms are moved from Stage 2.

Ranking

BRASS includes a “Ranking Module” that allows agencies and budget decision makers, such as
Agency Directors, the County Administrator and the County Commissioners, to establish and
review priorities for decision package, IT, and vehicle requests.
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Accessing the Ranking Module

The ranking module is accessed through the BRASS Main menu when a user has access to
ranking through their User Profile. Select “Ranking” from the BRASS drop down menu, and
then “Rankings” from the Ranking dropdown menu. The menu choice is shown below:

File QEgtas=l SEFS Ltlitie: ‘Window Help
Spreadzheet Yiews Chil+5
Beports
Budget Forms
Spreadsheet Update
Perfarmance keasures

Info Edit...
R anking Rankings
Reports

Ranking Selection Screen

The ranking feature in BRASS is used to assign priority numbers to budget requests. All of the
BRASS decision packages (decision packages, IT requests and vehicle requests) will be ranked at

the Agency level.

Highlight the ranking definition and click OK.

i» Rankings Selection x|

0K Cancel |
Decision Pko, [T & Yehicles
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When the Ranking Screen opens, enter the agency level program in the field from the dropdown
list. The consolidating agency level program (level 2) should be the first program in the

dropdown list and can be identified by the agency number, underscore, abbreviated agency name
(i.e. 07_ANIMCTRL). You will only see Programs that your User Profile permits you to access.

i» Rankings _|_|- | 5'
[Decision Pkg, IT & Wehicles

Frograrm: ID? 'I

D MName =

Refresh | E’_ANMCTF 2 C ANIMAL CONTROL \ Save I Cancel

0741 3 C ANIMAL SHELTER
Mew Pr| 074101 4 M SHELTER PROGRAM Agency Level ulative
Rank 07A102 4 M MEDICAL PROGRAM Program Total Form Total
07 A2 3 C SAFETY
07 AZ03 4 M SAFETY PROGRAM
1| | »

After you have selected the Program, the Cut-Off button and the Posting Column field will
disappear and a listing of decision package, IT request, and vehicle request forms for the Program
you have selected will appear:

i: Rankings _|Elli|
[Decision Pk, IT & Wehicles

Program: [97_ANMCT =]
Refresh | Save I Cancel

New Previous Cumulative

Rank Rank Form S/N# Description Total Form Total
1.00 20 Mew Position 0 500
2.00 22 Cffice Supplies 0 1200
3.00 23 IT Position 0 50,000
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Only General Fund decision packages are included in the Cumulative Total column. The total
cost included on each budget form for the current budget year will appear in the “Form Total”
column on the far right.

To change the ranking of your requests, simply enter the new ranking in the New Rank column
and press Refresh. In the screen below, the user has revised the rankings:

iz Rankings _I_I— ] ll
|Deu:ision Phg, IT & Yehicles

F'rogram:lD?_ANMCT 'I
Befreshl Save I Cancel

New Previous Cumulative

Rank Rank Form S/N# Description Total Form Total
2.00 20 Mew Position 0 500
1.00 22 Office Supplies 0 1,200
3.00 23 IT Position 1] 50,000

1| I bl

After pressing Refresh, the rankings are revised, as shown below:

iz Rankings _|_|- m| ﬂ
[Decision Pkg, IT & Yehicles
Frogram: i 7 _ANMCTRL
Save Cancel
New Previous Cumulative
Rank Rank Form S/H# Description Total Form Total
1.00 22 Office Supplies 0 1,200
200 20 MNew Position 0 500
3.00 23 IT Pasition 1] 50,000
4| | 3
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If you want to reorder a request between two others without re-ranking all of the requests, simply
enter a ranking number between the two using decimals (i.e., 0.5, 1.5, etc). After pressing
Refresh, the rankings will be revised.

For example, to move a budget form that is currently ranked #3 to #2, enter a number between 1
and 2. By entering 1.5 in the New Rank column, the form will move between #1 and #2 when the
“Refresh” button is executed.

When your ranking priorities are arranged the way that you desire, click Save.

Ranking Module Reports

The ranking module contains three reports. The reports are very similar to each other except that
they look at different sets of rows:

Approved Budget Lines (Above the line items)
Not Approved Budget Lines (Below the line items)
All Budget Lines (Above and Below the line items)

Because the budget requests will not be “approved” until later in the process, the first two
reporting options are not applicable to agency users. Therefore, all agencies should use the
third reporting option “All Budget Lines”.

These reports are not accessed through the normal BRASS reporting mechanism. To access the
Ranking Reports, select Reports from the BRASS—>Ranking menu:

=)

File | BRASS SBFS  Ltilities Window Help
l| &7 | Spreadshest Views Cirl+5
Beports

Budget Forms

Budget-Gram

Spreadsheet Update
Berformance Measures 2

Info Edit...
Ranking gs
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Select the report definition from the report selection window:

. Ranking Report Selection WY
0K Cancel |
Decision Pko, IT & Wehicles

Once a report is identified, the second screen is used to specify a Program and the desired report
format.

i= Ranking Report Selections =10 x|

oK Cancel |

Decision Pky, IT & Vehicles

Frogram: | |

" Approved Budget Lines
" Mot Approved Budget Lines
" All Budget Lines
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After entering an agency level Program and selecting the third report format, All Budget Lines,
click OK to run the report. An example is shown below:

] 3]
Franklin County
Ranking Table - All Budget Lines
For 07_ANMCTRL - ANIMAL CONTROL
Rank Agency Org Positions Requested Dollars Cumn. Positions
Serv. Level Description FT PT TP County Fed/State Other Total FT PT P
O7_&AMMCTE SHELTER PROGRAM
Mew Position 1] 1] 0 a00 1] 1] a00 1] 1] 1]
07 _AMMCTE SHELTER PROGRAM
Office Supplies a a a 1,200 a a 1,200 a a a
OF _AMMCTE SHELTER PROGRAM
IT Position 0 0 ] 50,000 0 1} 50,000 0 0 0
6172003
4 | »
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The first three sections of this Performance Budgeting manual summarize key steps in the
Performance Budgeting development process.

1. Entering essential information into BRASS — Starting the Budgeting Process
2. Verifying salary and benefit information
3. Entering Quarterly Performance Data & Year-End Projections
e Analyzing / Verifying Data
Entering Budget Request (Baseline and Decision Packages)
e Analyzing / Verifying Data

This section of the manual is about the integration of Performance and Budgeting — Putting it All
Together

Performance Budgeting: Putting it All Together

A performance budget is an integrated strategic business plan and annual budget that shows the
relationship between program funding levels and expected results. This type of budget indicates that a
result should be achieved at a given level of spending. An effective performance budget does more
than act as an object, class, program, or organizational budget with anticipated outcomes. It identifies
the relationships between dollars and results, as well as explaining how those relationships are
created. This explanation is key to managing the program effectively. As variances between plans and
actuals occur, managers examine the resource inputs and how they relate to outcomes to determine
program effectiveness and efficiency.

A program performance budget defines all activities, direct and indirect, required by a program for
support, in addition to estimating activity costs. For example, if the outcome measure for the
Investigations Program is the number of investigations completed within 30 days, then the next series
of steps links the resources ultimately to outcomes. The following figure outlines this process. By
tracking the cost and number of units for each service, output, and outcome, unit cost information also
may be generated.

$88 |::> Service |::> Output |:> Outcome

Regardless of agency level, managers must have accurate and timely cost and performance
information to manage their resources most effectively.

Source: http://www.john-mercer.com/library/Performance Budgeting_FA.pdf
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Analyzing Your Integrated Performance Budget

Be sure to review your family of measures, as well as program efficiency (cost per output and cost per
result) and effectiveness (result measure). Use public spreadsheet view B2c: Performance to
compare 2004 Projections versus 2005 Request.

This spreadsheet view shows the family of measures and primary performance indicators. This
information is important to telling the story of your program. Examine demand, output, result, and
efficiency in relationship to one another. Specifically, the program generates this result for this
customer by producing these outputs (services), against this demand for those outputs, at this cost
(efficiency)."

Are these measures (specifically, efficiency and effectiveness) improving, staying the same or
declining? Use the justification tab to note the status of your progress on goals.

Two keys to Improving Performance are Transparency and Accountability (http://www.john-
mercer.com/)

e Transparency means being able to see clearly what an agency or program is doing, how it is doing
it, what resources it is consuming along the way, how it is expending those resources, and what
results it is achieving or impact it is having.

e Accountability is taking the information from that transparency, comparing it to pre-established
goals or other expectations, and then initiating appropriate action with respect to the program or
responsible individuals, based upon the degree of fulfillment of those pre-established
expectations.

STEP 1: Please examine how the programs within your organization are performing:
e What resources are being utilized?
e What results are being achieved with these resources?

Please use the justification tabs to address the above questions.

STEP 2: Next, compare how the organization is performing to how the organization projected to
perform with respect to budget targets and performance targets (revenues, expenses, performance
measures).

e Are targets being met? Why/why not?

e Report action steps to be taken to meet/exceed goals.

Again, please use the justification tabs to address the above questions.
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STEP 3: Lastly, summarize your analyses as budget narrative statements for each program. These
statements should reflect the performance projected for 2004 and the performance targeted for 2005
for each program. The basis of this information will be communicated to the Board of
Commissioners, County Administration and the public throughout the budget process via reports, the
county budget website and the annual budget document.

e Overview of 2004 Program Projection
°  Total program expenditures

Primary output

Primary result

Primary result efficiency

o
o

o

e 2004 Projection budget narrative format/structure/example:

2004 Projection: The projected 2004 total expenditure for this program is $xxx,xxx.
These resources support primary output (i.e. 6,400 seniors provided service), of which
result % (i.e. 96% of the seniors served reported that services have preserved their
independence). The result efficiency for this program is currently projected at $xxx.xx per
primary result (i.e. senior served reporting preserved independence).

o Overview of 2005 Agency Request
°  Explanation of 2004 projection vs. 2005 request
Demand trend
Primary output and result in comparison to 2004 projection
2005 Agency Request impact on level of service, effectiveness, productivity, output
efficiency, result efficiency

o
o

o

e 2005 Agency Request budget narrative format/structure/example:

2005 Agency Request: The 2005 budget request for this program is $xxx,xxx, a x.xx%
increase compared to 2004 projections, with an x.xx% increase in primary demand, x.xx%
increase in primary output and a x.xx% increase in primary result. Projected level of
service is x.xx% and the cost per primary result (i.e. senior served reporting preserved
indendence) is projected to drop x.xx% to $xxx.xx in 2005 compared to 2004 projection.

Please use the newly established budget form, called BN — Budget Narrative, and follow the
above format for the entry of these summary budget narratives. The budget narratives should
be entered on the Justification tab of the budget form. Prior to saving the form, on the General
tab, select an org and object code from the drop down lists to populate these fields. Refer to
Basic BRASS - Section 4 for more information on Budget Forms.
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This section of the Performance Budgeting covers submitting a performance budget to the Office of
Management and Budget. In addition, critical steps for reviewing the budget are presented.

Submission

When a requested performance budget has been completed in its entirety, the agency’s executive
director, budget contact person, or designee should submit an electronic notification to Lauren
Oppenheimer, Administrative Assistant, OMB (leoppenh@co.franklin.oh.us) indicating the
performance budget has been submitted for review and recommendations.

Budget Review

Step 1 — OMB Performance Budget Review: Upon receipt of performance budget completion,
Office of Management and Budget analyst(s) will review the performance budget in BRASS to
ensure that all required performance budget elements are present. The review elements include:

Agency Level
e Contact Information

Ohio Revised Code

Strategic Business Plan entered into BRASS
SBFS

Ranking

IT Plan

Program Level
e Performance Data for Each Program

Projections for Each Program
Baseline Budgets for Each Program
Decision Packages

IT Requests

Vehicle Requests

Fund Level
e Fund Description
e Beginning Fund Balances
e Required Ending Balances
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OMB will notify the organization of any items that need additional information. Following the
agency’s performance budget update (if any revisions are needed), OMB analyst(s) will then
complete the performance budget review utilizing the following format:

Baseline Program Budget
e Year-end projections are reasonable
o Baseline salary and benefits reflect budget neutrality
e Baseline request is reasonable

Decision Packages
e Alternative opportunities within baseline budget explored
Opportunities for cooperation with other agencies have been explored
Impact on performance is included and reasonable
Funds requested are reasonable
Additional funding with corresponding improved performance are reasonable

Program Budget — Performance Review

e Estimated demand reasonable

e Estimated output reasonable

e Does program budget request maintain/improve level of service, result, output efficiency, and
result efficiency?

e If program budget improves/maintains level of service, result, output efficiency, and result
efficiency, can requested expenditures be reduced by reducing unnecessary positions and/or
unnecessary/unjustified non-personnel expenses?

e Ifprogram budget improves/maintains level of service, result, output efficiency, and result
efficiency, can proposed performance targets be improved by incrementally increasing output
and/or result expectations?

OMB’s review of the agency’s performance budget will be documented and submitted to the budget
contact person for the organization.

Once an agency finishes an entire budget, notifies OMB and any changes are made, OMB will
advance the stage on the budget forms. Agencies will no longer be able to access the budget forms at
that time. They will still be able to run reports and spreadsheet views to see submission data.

If agencies wish to maintain a record of their justifications, they should print a copy of BRASS
reports “Bgt Detail with Justification” and “Proj Detail with Justifiction”. OMB is continuing to
work on improving the reports that are available and will notify agencies of progress made throughout
the budget process, in the meantime, the justification column and justification tab will not be
accessible after the forms are moved from Stage 2.

Note: It is strongly recommended that organizations utilize an internal performance budget review
similar to this process.

Step 2 — OMB/Agency Performance Budget Meeting: Prior to developing budget
recommendations, OMB will schedule performance budget meetings with each agency in order to
gather additional information and discuss preliminary recommendations based on the submitted
performance budget.
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Step 3 — Performance Budget Recommendations: County Administrator, Deputy County
Administrator and OMB staff will develop performance budget recommendations. Depending upon
estimated resources and budget demands, even budgets deemed “reasonable” might be subject
to reduction. Upon completion of budget recommendations, the recommended budget is made
public to agencies and citizens.

Step 4 — Budget Hearings: Budget hearings allow agencies to present their performance budgets.
Citizens are encouraged to attend and participate in these hearings.

Step 5 — Final Budget: The Board of Commissioners, County Administration and OMB staff make
any necessary adjustments and finalize the County’s performance budgets for Board approval.
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BRASS Columns

COLUMN NAME

Historical Data
ACTUALI1998
ACTUAL1999
ACTUAL2000
ACTUAL2001
REVBUD2002
ACTUAL2002
ACTUAL2003

2003 Activity
ORGBUD2003
ORGBUD2004
CY _REVBUD
CYJAN_ACT
CYFEB_ACT
CYMAR ACT
CYAPR ACT
CYMAY_ ACT
CYJUN_ACT
CYJUL_ACT
CYAUG _ACT
CYSEP_ACT
CYOCT_ACT
CYNOV_ACT
CYDEC_ACT
CYADJ ACT
CYQL YTD
CYAPR YTD
CYMAY YTD
CYQ2 YTD
CYQ3 YTD
CYQ4 YTD
CY YTD
ENCUMB
Ql1YE APROJ

DESCRIPTION

1998 Final Actual
1999 Final Actual
2000 Final Actual
2001 Final Actual
2002 Revised Budget
2002 Final Actual
2003 Final Actual

2003 Original Budget

2004 Original Budget

2004 Revised Budget

2004 January Actual

2004 February Actual

2004 March Actual

2004 April Actual

2004 May Actual

2004 June Actual

2004 July Actual

2004 August Actual

2004 September Actual

2004 October Actual

2004 November Actual

2004 December Actual

2004 13th Period Adjustments
2004 1st Quarter YTD Actual
2004 April Month End YTD Actual
2004 May Month End YTD Actual
2004 2nd Quarter YTD Actual
2004 3rd Quarter YTD Actual
2004 4th Quarter YTD Actual
2003 Year to Date Actual

2004 Current Period Encumbrances
Ist Quarter Year End Projection
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Q2YE_APROJ
Q3YE_APROJ
QIYE_CPROJ
Q2YE_CPROJ
Q3YE_CPROJ
TOT_PROJ

Fund Balances
BEGCASHO1
BEGCASHO02
BEGCASHO03
BEGCASH04

2004 Budget Process
BASE SBFS
REQ _SBFS
REQ _BASE
REQ DP
REQ_IT
REQUEST
REC SBFS
SBFS CHGI
REC_BASE
REC_DP
REC_IT
RECOM
FIN_SBFS
SBFS_CHG2
FIN BASE
FIN DP

FIN IT

TOT BASE
TOT DP
TOT _IT
FINAL

Future Year Impacts
IMPACT2005
IMPACT2006

Analysis
RBUD CPROJ
RBUD APROIJ
RBUD BASE
RBUD AREQ
CPRJ_APRIJ

Appendix A — Columns

2nd Quarter Year End Projection
3rd Quarter Year End Projection
Ist Quarter Year End Calculation
2nd Quarter Year End Calculation
3rd Quarter Year End Calculation
2004 Total Projection

2001 Beginning Cash Balance
2002 Beginning Cash Balance
2003 Beginning Cash Balance
2004 Beginning Cash Balance

Base SBFS Projection

Requested SBFS Projection

2005 Requested Baseline

2005 Requested Decision Pkgs.

2005 Requested IT

2005 Requested Budget
Recommended SBFS Projection *
Delta between Rec SBFS & Req SBFS *
2005 Recommended Baseline *

2005 Recommended Decision Pkgs. *
2005 Recommended IT *

2005 Recommended Budget *

Final SBFS Projection *

Delta between Final SBFS & Rec SBFS *
2005 Final Baseline *

2005 Final Decision Pkgs. *

2005 Final IT *

2005 Total Baseline *

2005 Total Decision Pkgs. *

2005 Total IT *

2005 Final Budget *

2005 Estimated Budget Impact *
2006 Estimated Budget Impact™*

2004 Rev Bud vs. 2004 Calc Proj
2004 Rev Bud vs. 2004 Agency Proj
2004 Rev Bud vs. 2005 Base Req
2004 Rev Bud vs. 2005 Request
2004 Calc Proj vs. 2004 Agency Proj

Appendix A - 2
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CPROJ BASE 2004 Calc Proj vs. 2005 Base Req
APROJ BASE 2004 Agency Proj vs. 2005 Base Req
APROJ REQ 2004 Agency Proj vs. 2005 Request

Projection/Model Columns

WORKI1 Working Column One
WORK?2 Working Column Two
WORK3 Working Column Three
WORK4 Working Column Four
WORKS5 Working Column Five
VARIANCEI1 Variance Column One
VARIANCE2 Variance Column Two
VARIANCE3 Variance Column Three
VARIANCE4 Variance Column Four
VARIANCES Variance Column Five

$ VAR Dollar Variance
VARPERI1 Variance Percentage One
VARPER2 Variance Percentage Two
VARPER3 Variance Percentage Three
VARPER4 Variance Percentage Four
VARPERS Variance Percentage Five
PCT VAR Percent Variance

* Access to this column will be established later in the budget process.

Appendix A-3
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BRASS LINES

LINE NAME

EXPENDITURE SUMMARY CODES

DESCRIPTION

PERS SVCS PERSONAL SERVICES TOTAL
FRINGE BEN FRINGE BENEFITS TOTAL
MATLS SVCS MATERIALS & SERVICES TOTAL
CAPITAL CAPITAL OUTLAYS TOTAL
GRANTS GRANTS TOTAL

DEBT SVC DEBT SERVICE TOTAL

FIN USES INTERFUND TOTAL
CONTINGNCY CONTINGENCY TOTAL

EXP TOTAL TOTAL EXPENSES

EXP TEMP TEMPORARY TOTAL EXPENSES

REVENUE SUMMARY CODES

TAXES TAXES TOTAL

LICENSES LICENSES & PERMITS TOTAL
SVC_FEES SERVICE FEES & CHARGES TOTAL
FINES FINES & FORFEITURES TOTAL
INTERGOVT INTERGOVERNMENT REVENUE TOTAL
MISC MISCELLANEOUS REVENUE TOTAL
INTERFUND INTERFUND REVENUE TOTAL
FIN_SOURCE OTHER FINANCING SOURCES TOTAL
INVEST INVESTMENT EARNINGS TOTAL
REV_TOTAL TOTAL REVENUE

CASH RECONCILIATION

BEG BAL BEGINNING FUND BALANCE

REQ ENDBAL ENDING BALANCE REQUIREMENT
RESOURCES SUFFICIENT RESOURCES?

Appendix B - 1
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POSITIONS

FTE FULL TIME EQUIVALENTS

POS POSITIONS

RANKING

EXP_RANK EXPENDITURE TOTAL FOR RANKING
FTE RANK TOTAL FTE's FOR RANKING

PERFORMANCE INDICATORS

PM_LOS LEVEL OF SERVICE (%)
PM_RES RESULT (%)

PM_PROD PRODUCTIVITY (#)
PM_OE OUTPUT EFFICIENCY ($)
PM_RE RESULT EFFICIENCY (8)
DEMAND PRIMARY DEMAND
OUTPUT PRIMARY OUTPUT
RESULT PRIMARY RESULT
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Budget Rates/Assumptions

Salary Increases:

e Salary increases, general fund and non-general funds, for non-bargaining employees are
contingent on available funding and, therefore, will be considered during the Recommended
Budget phase and not during Agency Requests. All Salary Increases will be calculated within
SBFS of BRASS.

e Agencies that are required to provide a pay increase to employees as a result of negotiated
contracts or the Ohio Revised Code should notify OMB of these increases to confirm that they
have been included in the set-up of BRASS. These increases will be calculated within SBFS of
BRASS and will be included in the Recommended Budget and Final Budget.

Pay Plan Indexing:

e Pay Plan indexing for non-bargaining employees are contingent on available funding and,
therefore, will be considered during the Recommended Budget phase. No indexing has been
included in the set-up of BRASS used during the Agency Request phase.

PERS Rate:
The budget for PERS will be calculated within SBFS of BRASS as follows:

13.55% of gross payroll for full-time and part-time employees and Non-POTC Sheriff's deputies
16.70% of gross payroll for Sheriff's law enforcement exempt employees and POTC
Sheriff's deputies
22.05% of gross payroll for various county positions with county paid PERS

Medicare Expenses:
The budget for Medicare will be calculated within SBFS of BRASS as follows:
1.45% of gross payroll for full-time and part-time employees

Workers Compensation:

BWC Premium — 1.1685% of gross payroll for full-time and part-time employees (please note that
this is a preliminary rate which may be updated later in the budget process)}- The BWC
premium provides workers compensation coverage for Franklin County employees. The BWC
premium rate has been included in the set-up of BRASS and budget will be calculated within
SBFS of BRASS accordingly (REQ SBFS column on the baseline budget form). The BWC
Premium is paid via journal entry typically during late summer.
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Retro Costs — Retro costs are direct costs of actual claims. The budget request for these expenses
should be included in the baseline budget and should reflect the budget of the current fiscal year.
For general fund orgs budgeting for this expense for the first time in 2005, budget estimates based
on prior year actuals are currently being gathered and will be provided to agencies upon
completion. Retro Costs are paid via journal entry typically during the fall.

Claims’ Reserves — Claims’ reserves represent the estimated outstanding liability of actual claims.
The budget request for these expenses should be included in the baseline budget and should
reflect the budget of the current fiscal year. For general fund orgs budgeting for this expense for
the first time in 2005, budget estimates based on prior year actuals are currently being gathered
and will be provided to agencies upon completion. Funding necessary for claims’ reserves is
transferred annually via resolution typically during the fall.

Healthcare Benefits:

The budget for healthcare benefits will be calculated within SBFS of BRASS as follows (please
note that these are preliminary rates which may be updated in the fall prior to budget
recommendations):

County Standard — Medical, Dental, Prescription, Vision, Employee Assistance, Admin. Fees, & Life
Insurance:
$ 8,580 per year per full-time employee

FCCS — County Standard with Adjusted Life Insurance:
$ 8,604 per year per full-time non-bargaining employee
$ 8,628 per year per full-time bargaining employee
$ 8,664 per year per full-time employee with adjusted life insurance

Sheriff FOP — County Standard with Adjusted Life Insurance:
$ 8,628 per year per full-time employee

Cost Allocation:

¢ The county contracts for the completion of a federally approved cost allocation plan. The
budget request for these allocated costs should be included in the baseline budget and should
reflect the current year budget and actuals. Cost allocation invoices are targeted to be issued
by July.

Telephone Chargebacks

e Telephone chargebacks should be included in the baseline budget (refer to Appendix D -
Highlighted Budget Changes). Public Facilities Management is currently gathering budget
estimates, based on prior year and current year actuals. OMB will provide this information to
agencies upon completion.

Appendix C - 2
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Highlighted Budget Changes for 2005

Budget Process Timeline

In 2005, budget submissions are due between late July and mid-August, public budget hearings
will be scheduled during November and the final budget will be presented to the Board of
Commissioners for approval in mid-December.

Quick Guide

A new section has been added to the Performance Budgeting instructions called “Appendix E —
Quick Guide to Developing a Performance Budget”. This new section includes a step-by-step
summary on how to develop a performance budget. For detailed information regarding a specific
step, reference to the appropriate section within the Performance Budgeting instructions has been
provided.

Mandated ORC References

ORC references should only be entered in info edit for each program that is mandated by the
ORC. If the ORC does not mandate or simply allows for the program, the entry in info edit
should be “N/A”. Refer to Section 1 for further information.

Budget Rates/Assumptions

A new section has been added to the Performance Budgeting instructions called “Appendix C —
Budget Rates/Assumptions”. This new section includes the rates/assumptions included in
BRASS regarding salary increases, pay plan indexing, PERS, Medicare, workers compensation,
healthcare benefits, cost allocation and telephone chargebacks.

2004 Projection Budget Form and 2005 Baseline Budget Request Form

The information pre-loaded on the 2004 Projection form and the 2005 Baseline Request form has
been changed for the 2005 budget process. The 2004 Projection form includes 2003 Actuals and
2005 Original Budget. The 2005 Baseline Request form includes your agency’s 2004
projections. Previously, these forms included information such as YTD actuals, calculated
projections and revised budget. In an effort to be able to continually update this information
throughout the budget process, this information has not been included in budget forms but is
available through spreadsheet views. Please note, budget forms and spreadsheet views can be
open on your desktop simultaneously. If you enter new date in the budget form, simply “refresh”
the spreadsheet view to reflect the recently entered data.
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Workers’ Compensation Retro Costs and Claims’ Reserves

In the past, General Fund retro costs and claims’ reserves have been charged to a Commissioner
program. In an effort to continue our cost accounting and accountability initiative, starting in
2005 these expenses will be charged directly to the appropriate agency programs. You may recall
in recent years we transferred general fund workers’ compensation premiums to the appropriate
agency programs as well. Budget estimates, based on prior year actuals, are currently being
gathered and will be provided to agencies upon completion. The budget for these retro costs and
claims’ reserves should be included in your Baseline Budget Request forms. The corresponding
object code is 5173 (Workers Comp).

Telephone Chargebacks:

Again, in order to continue the cost accounting and accountability initiative, agencies whose
phone services are currently paid by Public Facilities Management will be charged back for these
services in 2005. Public Facilities Management is currently gathering budget estimates, based on
prior year and current year actuals. OMB will provide this information to agencies upon
completion. These allocated costs should be included in the your Baseline Budget forms. The
corresponding object code is 520204 (Telephone Services).

Baseline MSELA Request Budget Form

A new budget form, called Baseline MSELA Request, has been established in BRASS for the
entry of Microsoft seat license counts and related costs. These costs will be posted to the
Baseline Budget. In the past, these requests were included on an IT Request form and posted to
the Agency Request and not the Baseline. Refer to the IT Plan instructions and Section 3 for
further information.

Budget Narratives Statements

A new budget form, called Budget Narratives, has been established in BRASS for the entry of
budget narratives statements for each program. These statements should reflect the performance
projected for 2004 and the performance targeted for 2005 for each program. The basis of this
information will be communicated to the Board of Commissioners, County Administration and
the public throughout the budget process via reports, the county budget website and the annual
budget document. Refer to Section 4 for further information.

Highlighted Budget Changes for 2004 (Still in effect for 2005)

Approved Part-time or Seasonal Positions entered into MUNIS Position Control that do not
receive health benefits have been included in SBFS. These positions and related costs do not
need to be entered on your Baseline Budget Request form.

Unemployment Compensation (General Fund):

Beginning in 2004, unemployment expenses are charged directly to the appropriate agency
programs. As in 2004, agencies are instructed to not request a 2005 budget for this expense. If
during 2005, expenses for unemployment exceed any surplus in other fringe benefits expenses, a
request may be made by General Fund agencies for a budget increase.
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Quick Guide to Developing a Performance Budget

This information is provided as a summary of the necessary steps to develop a performance

budget.

For detailed information regarding a specific step, please reference the noted section

within the Performance Budgeting instructions.

Section

1 — Starting the Process

1.

2.
3.
4

Section

Sign into the BRASS 2005 Database.

Verify your agency’s contact information in info edit (program level 2 records).

Verify the revenue description of your fund(s) in info edit (fund level 4 records).

Update the Ohio Revised Code mandating each program in info edit (program level 4
records). Remember that this item has changed since the 2004 budget and should only
list an ORC if the program is mandated. If a program is not mandated but simply allowed
by the ORC, please enter “N/A”.

Enter or verify your 2005 strategic business plan information in info edit (location level 2
and 4, program level 2 and 4). If your 2005 business plan was received in a timely
manner, this information has already been input by OMB staff.

2 — Verifying Salary and Benefit Information

6.
7.
8.

9.

Section

Verify the position information in SBFS.

Verify/update position allocations in SBFS.

Run SBFS report “Account Verification — SBFS” to verify that no invalid chart of
account combinations were used in position allocations. If records appear on this report,
make the necessary corrections and re-run this report.

Run various SBFS reports to verify your final SBFS information.

3 — Developing a Performance Budget

10.

11.

12.

13.

Create a Bl - Performance Data form for your first program and enter the 2004 2™
quarter performance data.

a. Repeat for each program.
Create a B2 - 2004 Projection form for your first program and enter the 2004 year-end
projections.

a. Repeat for each program.
Run spreadsheet view “B2a: Calculated Detail” to view the calculated projections that
have been established by OMB.
Analyze your projections by running spreadsheet views “B2b: Appropriations”, “B2c:
Performance” and B2d: Projection v. Comput”.

a. Update B2 - 2004 Projection forms based on information garnered from the B2

spreadsheet views.
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14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

Appendix E — Quick Guide to Developing a Performance Budget

Create a B3 - 2004 Beginning Fund Balance form for your first non-general fund and
enter the information (refer to Section 3 of Performance Budget instructions for a list of
required funds, the remaining non-general funds are optional).

a. Repeat for each required non-general fund (optional for other non-general funds).
Create a B4 - Required Ending Fund Balance form for your first non-general fund and
enter the cash balance needed at the end of 2004 (to begin 2005) and the cash balance
needed at the end of 2005 (to begin 2006) for all non-general funds.

a. Repeat for each of your agency’s non-general funds.

Run spreadsheet view “B4a: Cash Balance” for each of your non-general funds to
determine whether there will be a sufficient cash balance at the end of 2004. If the
sufficient resource calculation (which takes into consideration the required ending cash
balance) is negative in the Tot Proj column, make the necessary adjustments to your B2 -
2004 Projections (revenues and/or expenses) until the sufficient resource calculation is
Zero or positive.

Create a 2005 Beginning Fund Balance form for your first non-general fund to enter the
2004 ending fund balance (as illustrated in spreadsheet view “B4a: Cash Balance™) as the
2005 beginning fund balance.

a. Repeat for each of your agency’s non-general funds.

Re-run spreadsheet view “B4a: Cash Balance” for each of your non-general funds and
verify that the “Estimated Ending Fund Balance” in the Tot Proj column matches the
“Beginning Fund Balance” in the Final column. If these amounts do not match, correct
the 2005 - Beginning Fund Balance form accordingly.

Create a B6 - Baseline Budget Request form for your first program and enter the 2005
baseline information, including line item justifications in the justify column and
information in the justification tab as outlined in the detailed instructions.

a. Repeat for each program.

Create a B6a - Baseline MSELA Request form and enter the information for all your
programs on the same MSELA form.

Run spreadsheet view “6¢c: SBFS Comparison” for all programs to analyze the variances
in personnel expenses between the 2004 original budget and 2005 baseline request in
reference to budget neutrality. Make any necessary adjustments or provide
corresponding justification to the B6 - Baseline Budget Request.

Run spreadsheets “6a: Perf Meas Compariso” and “6b: Det Perf Meas Comp” for each
program. Analyze the data within these spreadsheets. Make appropriate changes to the
B6 - Baseline Budget Request or provide explanations for increases/decreases and large
variances to performance measures.

Create a B7 - Decision Package Request form for your first new initiative and enter the
information.

a. Repeat for each unrelated initiative.

Open a B8 - IT Request form for your first IT project plan and enter the information.
a. Repeat for each IT project plan (IT project plans are prepared in Word as part of
your agency’s IT Plan).
Create a B9 - Vehicle Request form for your first vehicle initiative and enter the
information.

a. Repeat for each separate vehicle initiative.

Run spreadsheet view “B4a: Cash Balance” for each of your non-general funds to
determine whether there will be a sufficient cash balance at the end of 2005. If the
sufficient resource calculation (which takes into consideration the required ending cash
balance) is negative in the Final column, make the necessary adjustments to your 2005
budget request (revenues and/or expenses) until the sufficient resource calculation is zero
or positive.
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27. Print BRASS reports “Bgt Detail with Justification” and “Proj Detail with Justifiction”
for each program to maintain a record of your justifications.

28. Rank (prioritize) your decision packages, IT requests and vehicle requests.

29. Run a ranking report to verify your ranking decisions.

Section 4 — Performance Budgeting: Putting it All Together
30. Analyze your integrated performance budget and provide the results of these analyses in
the justification tabs of your budget request forms.
31. Create a BN - Budget Narrative form for your first program and enter the budget
narrative statements for the 2004 Projections and 2005 Agency Request.
a. Repeat for each program.

Section 5 — Submission and Review Process
32. Complete the necessary budget reviews and approvals within your agency to finalize your
agency’s budget submission.
33. Notify your OMB analyst via email that your budget is ready for review.
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